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Introduction 



Welcome to Now Up-to-Date & Contact™! This Introduction provides some basic information about this 
User Guide, Now Up-to-Date & Contact Online Help, and technical support. 



About this User Guide 

This guide assumes that you have a working knowledge of the Macintosh or Windows operating system 
and know how to open applications, control panels, copy files, etc. 

Important Information, Notes, and Tips 

We've placed special icons in the left margin throughout this user guide to draw your attention to 
important points about using the software. 

Important! Text accompanied by this icon indicates something that is important for you to know about the 
software in order to ensure that you're successful in using it, or to avoid potential problems. 

Note: Text accompanied by this icon gives you a little more information on the topic than found in the general 
text. Information accompanying this icon is less critical to the operation of the software than information 
associated with the Important! icon. 

Tip: Text accompanied by this icon informs you of a special or little-known feature, or of a particularly time-saving 
function. 



•, m? j OS X: Sections accompanied by this icon refer specifically to Now Up-to-Date & Contact under OS X. 



s 



OS 8.6 and OS 9: Sections accompanied by this icon refer specifically to Now Up-to-Date & Contact under OS 
8.6 and OS 9. 



~^ Windows: Sections accompanied by this icon refer specifically to Now Up-to-Date for Windows. 
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Online Help 

Online Help in HTML form is available by clicking the Help button in major dialog boxes, or by 
choosing the Help command from the Window menu. 

To use Online Help you will need a web browser such as Safari, Opera, Microsoft Internet Explorer or 
Netscape Navigator, versions 4.0 or higher. 



Technical Support 



If you can't find the answer to your question in this User Guide or using Online Help, you may wish to 
use one of our technical support options. When contacting us for technical support, please be prepared 
to provide the following information. If calling us by phone, please be at your computer if possible: 

• Your product serial number, given to you at the time of purchase. 

• A description of your problem — with as much detail as possible. 



technical Support Options: 
Free Support 

• Web: Visit our Web site where you'll find helpful support information for all of our products, 
including a searchable KnowledgeBase on Now Up-to-Date & Contact. In addition, you'll find 
information on the most current versions and how to obtain them. 

http: / / support.nowsoftware.com 

• Email: Send email to support@nowsoftware.com. Please follow the instructions above for providing 
us with the necessary details in your message. Emails addressed to our Technical Support 
department are answered in the order received. 



Priority Support 

• Phone: For those who prefer or require to have their issue addressed over the phone, we make 
available the following number to reach a representative more quickly. Priority Phone Support is 
available for a fee at 612-317-0344, Monday through Friday, from 8:00 AM to 5:00 PM, Central Time. 
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Chapter 1 

Overview 



Now Up-to-Date & Contact is a powerful personal or workgroup organizer consisting of a calendar/ 
scheduler and contact database. This chapter provides an overview of these applications, including the 
basic concepts and terms unique to each. 

Now Up-to-Date is the calendar/ scheduler. Use it to help you maintain your schedule, remind you of 
upcoming events, manage your to-do list and keep your associates up-to-date, whether you're in the 
office, at home, or on the road. 

Now Up-To-Date integrates seamlessly with Now Contact — a fast, full-featured contact manager that 
gives you instant access to important names, telephone numbers and addresses, and lets you easily share 
contact information with other users. See "Now Contact Basics" on page 22 for more information. 



Now Up-to-Date Basics 



Events 

Events are the basic building blocks of information in your calendar file. 

An event might be an appointment, birthday, holiday, meeting, or phone call, or a task you need to 
complete, but no matter what, all events are part of your schedule. 

Events can have titles and descriptions. You can set up reminders for your events so that you will never 
miss an important meeting, birthday, or to-do ever again. You can attach contacts to your events from 
Now Contact without ever opening your contact database. 

If you are on a network or connected to the internet you can share events and schedule meetings with 
other Now Up-to-Date Users. 



Viewing Your Events 

Now Up-to-Date lets you view your schedule in several different layouts and time ranges. You determine 
how your events are displayed by selecting one of several views for your calendar file. You can quickly 
and easily switch to various views by clicking one of the view buttons in the Toolbar. 
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Categories 

Categories let you group related events together so that your calendar file is more organized. Once you 
classify your events into categories, you can also apply distinct text styles and colors to the categories so 
that you can tell at a glance which category a given event is assigned to. Your calendar file initially 
contains a Personal category by default, and new events are initially assigned to that category. In a way, 
the categories are like overhead transparencies laid one on top of the other in your calendar (see Fig. 1). 




Fig. 1 — Categories function like transparency overlays to let you see different groups of events at the same time, 
but still tell them apart. 



Sets 

Sets are a convenient way to filter your view of events so that you see only certain categories. You can 
create a different set for each of the different ways you like to use your calendar file. For example, you 
might create an "All Set" that includes all categories and all the events that they contain, a "Work Set" 
for categories containing events related to work, and a "Home Set" for categories containing events that 
are non-work-related. 

Once your categories are grouped into sets, you can switch quickly and easily between them to get the 
display of events that you want at any given time. Sets are quite useful in allowing you to view or print 
out calendars or lists of category-specific information — for example, at different times you may want to 
view or print a business schedule, a list of class assignments, or vacation periods. 
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Private and Public Categories 

Categories created and stored in your calendar file are called Private Categories. Information in these 
categories is not shared with anyone, even if you're on a network. 

Single users use only Private Categories. Users who are on a network can subscribe to Public Categories 
stored on a Now Up-to-Date Server, in order to share event information with other users. Public 
Categories allow any user to see the same events as everyone else on the network; when one user 
modifies a public event, like moving an appointment to a different time, everyone else will see the 
change as well. 

Meeting Scheduling 

If you're on a network with other Now Up-to-Date users, you can schedule group meetings 
automatically — specify who you want to attend, and Now Up-to-Date will find the times that you, the 
colleagues you're inviting, and even a meeting room are all available. When someone else on the 
network schedules a meeting and includes you as an attendee, you receive a notice in Now Up-to-Date. 
You can see more information about the meeting and then choose to attend or decline. If you're 
attending the meeting and someone reschedules it to a different day or time, you'll get notified of that, 
too. 

Your Calendar File 

Your calendar file is the database that stores and maintains the events in your schedule that you create, 
view, and modify. You need only one calendar file to hold all of your events, so once you've created one, 
all you have to do is open this calendar file when you want to view, add to or print your schedule. You 
can also specify a calendar file as your primary file, so that it opens whenever you open Now Up-to- 
Date and can be linked with your contact file in Now Contact. See "Creating a Calendar File" on page 37 for 
more information. For ease of access and back up, we suggest you place your calendar file in your 
Documents folder. 

Be sure to back up your calendar file regularly, and store the backup on a different disk. This helps ensure that no 
matter what happens with your system and equipment you will always have access to your important calendar 
and contact data. 
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Now Contact Basics 



Contacts 

Contacts are the essential building blocks in Now Contact. A contact can be a person, a company, or 
both; in each case it's an individual entry in the database of people and companies (and attached 
information) maintained by Now Contact. 

You may be accustomed to a contact consisting of a person and/ or company name, a couple of 
addresses and a few telephone numbers. However, with Now Contact, a contact can be much more — 
you can incorporate more information into it and attach information to it. 

Views 

Now Contact provides two types of views for you to create, display and modify your contacts. You can 
view your contact information in both the Detail View and the List View simultaneously. 

The List View is a text-based, columnar window that displays contact information as a list, sorted 
according to your preferences. List View Layouts are customizable, allowing you to sort and arrange 
contact information depending on your needs. 

The Detail View can display as much or as little contact information as you want, including up to 12 
telephone numbers or electronic mail addresses, two postal addresses, and all information associated 
with a single contact. The Contact Log in the Detail View keeps track of your correspondence and other 
files relating to each contact. Detail View Layouts are also easily customizable. 

Categories 

Now Contact categories let you group related contacts together so that your contact file is more 
organized. For example, you might want all your friends in a "Personal" category, and all your business 
acquaintances in a "Business" category. You can also apply distinct text styles and colors to the 
categories so that you can tell at a glance which category a given contact is assigned to. 

Keywords 

Like categories, keywords allows you another level of grouping and organizing for your contacts. For 
example, you could create a keyword and assign it to all the contacts that you sent Christmas cards. You 
can assign as many keywords to a contact as you want. Keywords are category based however, 
keywords can span categories as long as you set up the same keywords for each category. 

Public Categories 

If you're using Now Contact on a network, you can share contacts with other users through Public 
Categories stored on a Now Contact Server. Public Categories let you include other network users' 
contacts in your contact file, and make contacts from your contact file available to others. This saves you 
from having to enter valuable contact information into your contact file when it's already available in 
another user's file. 

Your Contact File 

Your contact file is the database that stores and maintains your collection of contacts. Your contact file is 
where you create, view and modify your contacts. A contact file is much like a paper-based address 
book, except that it lets you view and use your contact information in much more efficient and flexible 
ways. 
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You can also specify a contact file as your primary file, so that it opens whenever you open Now 
Contact and can be linked with your events in Now Up-to-Date. See "Creating a Contact File" on page 155 
for more information. For ease of access and back up, we suggest you place your contact file in your 
Documents folder. 

j*l Be sure to back up your contact file regularly, and store the backup on a different disk. This helps ensure that no 
matter what happens with your system and equipment you will always have access to your important calendar 
and contact data. 



Integration 



Now Up-to-Date and Contact work together seamlessly allowing you to attach contacts to your events 
without ever opening the contact database. For example, you might create an appointment and attach 
contact information on the person you're meeting with. From Now Contact you can create events that 
will appear on your schedule in Now Up-to-Date without ever opening your calendar. To use this 
feature, you must select a primary calendar file and a primary contact file. See "Creating a Calendar File" 
on page 37 and "Creating a Contact File" on page 155 for more information. 



Web Publishing 



Web publishing lets you publish calendars and contacts as Web pages using your Now Up-to-Date and 
Now Contact Servers. Web publishing creates the HTML files that you can use on your intranet or 
internet server. For publishing from a Mac based server See "Publishing Events and Contacts on the Web" 
on page 362 for more information. For Publishing from a Windows based server machine See "Configuring 
the Publish Tab" on page 412 for more information. 
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QuickAccess 



Using the QuickAccess features of Now Up-to-Date and Contact, you can immediately view calendar 
and contact information, as well as add new events and contacts, without having to open the main 
applications. 

QuickDay 

Now Up-to-Date's QuickDay utility adds a quick-access menu to your Menubar (Macintosh) or System 
Tray (Windows) that provides instant access to your day's events. Reminders for your events appear 
here, whether or not Now Up-to-Date is running, and you can set reminders to notify you before an 
event occurs. You can configure how your reminders appear — as alert dialog boxes or menubar alerts, 
with or without an accompanying sound of your choice. The QuickDay menu appears as a clock icon 
( ) in the system tray or menu bar. 



In OS X you can choose to have the QuickDay menu displayed in either the Dock or the Menubar, or 
you can turn this option off. See "Setting QuickDay preferences" on page 278 for more information. 

QuickContact 

QuickContact is a utility that adds a quick-access menu of contacts, telephone numbers, email 
addresses, and options to your menubar (Macintosh) or System Tray (Windows). Using QuickContact 
you can search for contacts by first name, middle name, last name, full name or company, so you can 
always locate a contact quickly and easily — whether Now Contact is running or not. The QuickContact 
menu appears as a telephone icon {^^) in your menubar (Macintosh) or system tray (Windows). 

In OS Xyou can choose to have the QuickContact menu displayed in either the Dock or the Menubar, or 
you can turn this option off. See "Configuring QuickContact" on page 282 for more information. 




QuickPad 

QuickPad is a mini-application that gives you the ability to enter new calendar and contact 
information in an intuitive and free-form way. QuickPad uses smart text handling to take cues from 
what you type and create events or contacts accordingly, and its support for multiple open windows 
lets you enter a lot of information quickly and then decide what to do with it at your convenience. 
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Chapter 2 

Installing Your Software 



Installing Now Up-to-Date & Contact is simple — the installer application included with the software does 
all of the work for you, and puts everything where it belongs. We recommend that you follow the 
instructions in this chapter on using the Installer application, because it removes any previous versions of 
Now Up-to-Date & Contact, and places each component in the correct location on your hard disk. 

m To users of earlier versions: Before installing, be sure to read the "Read Me" file located in the same folder as the 
€r Now Up-to-Date & Contact Installer application. This file contains instructions for handling any unusual 

situations that may make it difficult for the Installer to complete its tasks properly, tinder normal circumstances, 
the Installer handles upgrading to version 4.1, so you don't need to move, modify or delete any files before 
installing. Components from earlier versions are simply replaced by their version 4.1 counterparts, and your 
settings for those components are incorporated into the preferences of the new ones. The components that are new 
to version 4.1 are placed where they belong, with their default settings, and your earlier-version data files and 
templates are preserved so that you can use them in version 4.1. 



System requirements 



Macintosh 

Now Up-to-Date & Contact are fully tested and designed to work on any Macintosh meeting these 
requirements: 

• All Power PC (PPC) Macintosh models, including G3 and G4 computers and all iMacs and iBooks 

• 16 MB of available RAM 

• 5 MB of available hard disk space 

• Mac OS 8.6 through Mac OS X (10.0 or greater) 

Windows 

Now Up-to-Date & Contact is fully tested and designed to work on any PC meeting these requirements: 

• Microsoft Windows 98, 2000, ME, NT, or XP 
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Upgrading Now Up-to-Date & Contact 



If you are upgrading to Now Up-to-Date & Contact 4.1 from version 3.8.x, or 3.9.x: The Now Up-to- 
Date & Contact 4.1 installer will automatically find and upgrade your existing Now Up-to-Date and 
Contact folder. The installer will overwrite the existing 3.8.x or 3.9 components with the new 4.1 ones. 
Any custom templates or other files you have modified will remain intact. 

If you are upgrading to Now Up-to-Date & Contact 4.1 from version 3.6.5 or older: Because of 
differing placement of components with Now Up-to-Date & Contact 3.6.5 and older, the Now Up-to- 
Date and Contact 4.1 installer will NOT automatically upgrade an existing Now Up-to-Date and 
Contact version 3.6.5 or older folder. Instead, Now Up-to-Date and Contact 4.1 will install in a NEW 
folder. If you have custom Now Contact templates — when the installation is complete, move those 
custom templates from the Templates folder in the old Now Up-to-Date and Contact folder to the 
Templates folder in the newly installed Now Up-to-Date and Contact 4.1 folder. 

Now Up-to-Date & Contact 4.1 will automatically convert your Calendar and Contact files to a 4.1 
format if you are upgrading from the following versions: 

• Now Up-to-Date version 3.5 or later 

• Now Contact version 3.6 or later 

When installing under Mac OS X, the Now Up-to-Date & Contact installer will also install for OS 9. 
To install for OS 8.6, reboot in OS 8.6 and then run the installer. 

Note to Palm Users upgrading from versions previous to 4.1 of Now Up-to-Date & Contact: Because 
of changes to the data storage structure of Now Contact (e.g. additional custom fields), the first sync to 
the Palm with Now Contact 4.1 and higher will force an overwrite. 

To perform the upgrade, follow the instructions in "Installing Now Up-to-Date & Contact" on page 27. 

Note to Windows Users: To update a file generated from a version previous to 4.x, you will need to do 
this using the current Mac version. You can not update Now Up-to-Date & Contact files previous to 4.x 
using the Windows version. 
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Installing Now Up-to-Date & Contact 



The Installer application included with the software is designed to place the components in their correct 
locations automatically. The Windows (Install Shield) and Macintosh installers will "walk" you through 
the necessary installation steps. 

m If you are upgrading from a previous version: see "Upgrading Now Up-to-Date & Contact" on page 26 for 
important information. 



If in doubt, follow the installer's default recommendations! 

Macintosh - To Install: 

1. Insert the disc into the CD-ROM drive, or unstuff the archive if your software was 
downloaded. 

j If you obtained the Now Up-to-Date & Contact software electronically by downloading it 
"^f from the Now Software web site, http:/ lwww.nowsoftware.com, be aware that most web 

browsers will automatically unstuff the archive. If your web browser does this you will only 
need to locate the folder containing the Now Up-to-Date & Contact Installer. 

2. Double-click the Installer icon. 
The splash screen for Now Up-to-Date & Contact is displayed. 

3. Click Continue. 

A window appears, displaying the license agreement for the product. You need to Accept 
the terms of the license agreement in order to use the product. 

You can also choose to print a copy of the license agreement, save it to your hard disk as a 
text file, or decline the license agreement. Note that if you click Decline, the Installer will 
quit, since you must accept the license agreement in order to use the product. 



4. Click Accept. 

A new window appears, displaying the "Read Me" information for the product. This infor- 
mation is also available by opening the "Read Me" file found in the same folder as the 
Installer application. You should read this information now if you haven't yet done so, as it 
can be helpful during the installation process. 
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Click Continue. 

The main Installer window appears. 
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The Installer defaults to the "Single User/ Client" install option, which installs the neces- 
sary items for an individual to use Now Up-to-Date & Contact on a single computer. If the 
computer is connected to a network, the user will be able to share events and contacts with 
others, as well as view shared events and contacts made available by others. 

If your network isn't set up for sharing Events and/or Contacts and you want to install the 
Public Server software on this computer to enable these functions, choose "Servers" from 
the pop-up menu in the upper left corner of the window. In most cases, it's best if a network 
administrator is involved in installing these items. 

You can choose a different folder to install Now Up-to-Date & Contact by selecting it in the 
*y lower left corner of the Installer dialog. 

6. Click Install to begin the installation. 

A window appears displaying the progress of the installation process as the Installer places 
the product components in their correct locations. 

When installation is complete, a dialog box appears, indicating that installation was suc- 
cessful and that you should restart in order to use the new software. 

jf. In some cases, you may want to install the software onto another disk before restarting; if so, 
*y you can click Continue instead of Restart at this point. 

7. Click Restart. 

Your Macintosh restarts, and Now Up-to-Date & Contact are ready to use. 
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Windows - To Install: 



1. Insert the disc into the CD-ROM drive, or unzip the archive if your software was 
downloaded. 

^ - If you obtained the Now Up-to-Date & Contact software by downloading it from 
the Now Software web site, http: / / www.nowsoftware.com, you will need to unzip 
the archive. If Windows Explorer doesn't do this you will need to use a program 
such as WinZip. 

2. Double-click the installer icon. The splash screen for Now Up-to-Date & Contact is 
displayed. 

3. Click Next. 

A window titled "InstallingNow Up-to-Date & Contact" appears 

4. Click Next 

A window appears, displaying the license agreement for the product. You need to accept 
the terms of the license agreement in order to use the product. 
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» You can choose to decline the license agreement but if you do not accept the terms, 
the installer will quit, since you must accept the license agreement in order to use 
the product. 

5. Click "I accept..." then click Next. 

6. A window appears displaying the Read Me for the product. Read the information then 
click Next to continue. 
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Another window appears, allowing you to enter your customer information. Enter your 
User Name, Company Name, and Email Address (Optional) then click Next. 
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8. The Serial Number window appears. 



Scrin.1 Number 




You have the option of using the product on a demonstration basis for 30 days, or personal- 
izing the software with a serial number. 

To use the product in demo mode, click Demo otherwise enter your serial number and click 
OK. 

Be sure to enter the serial number EXACTLY as you recieved it when you purchased the product. Also, make 
sure that letters are entered as letters and numbers as numbers. Please note that Windows serial numbers do not 
work on the Macintosh version nor vice versa. 
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9. 



A window appears allowing you to select which type of install you wish to perform. 
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Select either Single User Client, Client and Server, or Custom then click Next. 



10. A window appears allowing you to review the options you selected. 
Click Install to begin the installation. 
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11. A dialog appears displaying the progress of the installation. 

When installation is complete, a window appears, indicating that installation is complete. 
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Choose whether or not to launch the applications when the installer exits, then click Finish. 
Now Up-to-Date & Contact are now ready to use. 
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Registering Your Software 



The first time you install and/ or launch Now Up-to-Date & Contact, you have the option of using the 
product on a demonstration basis for 30 days, registering your product ownership with a valid serial 
number. If you want to use the product in demonstration mode, just click Demo in the dialog box that 
appears when you open or install the application. To register your paid product follow the steps below. 

Macintosh Registration Instructions: 

If you are using the product in demonstration mode, the registration screen will be displayed each time 
you launch Now Up-to-Date or Now Contact. To continue, either enter the registration number (if you 
have since purchased the product) or click the Demo button. To obtain a registration number, see step 1 
below. 

1. Purchase Now Up-to-Date & Contact from Now Software. 

You can purchase the product by visiting the Now Software Web site, or by calling our Sales 
line at 1-800-344-9160. 

http:/ /www.nowsoftware.com 

Upon purchasing your product, you will receive a serial number. 

2. Launch Now Up-to-Date or Now Contact. 

A dialog appears, prompting you to choose between Demo mode and registering the soft- 
ware. 

3. Click Register Now. 

A registration dialog box opens, prompting you to enter your name, organization (optional) 
and the serial number you received when you purchased the product. 

4. Enter the required information, taking care to type your serial number correctly and exactly 
as it appears (including dashes), then click OK. 

The same serial number works for both Now Up-to-Date and Now Contact. 

Your software is now registered, and you should no longer see the dialog box that appeared 
in step 2 when you open the application. 



Windows Registration Instructions: 

If you are using the product in demonstration mode, you can see the number of days remaining by 
selecting About Now Up-to-Date... under the Help menu. 

1. Purchase Now Up-to-Date & Contact from Now Software. 

You can purchase the product by visiting the Now Software Web site, or by calling our Sales 
line at 1-800-344-9160. 

http:/ /www.nowsoftware.com 

Upon purchasing your product, you will receive a serial number. 

2. Launch Now Up-to-Date or Now Contact. 
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3. Choose Serial Number under the Help menu. 

A serial number dialog box opens, allowing you to enter your name, organization and the 
serial number (required) you received when you purchased the product. 

4. Enter the required information, taking care to type your serial number correctly and exactly 
as it appears (including dashes), then click OK. 

The same serial number works for both Now Up-to-Date and Now Contact. 
Your software is now registered. 
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Uninstalling Now Up-to-Date & Contact 



Macintosh Uninstall Instructions 

Should you need to remove Now Up-to-Date & Contact from your hard drive for any reason, the 
Installer application can do it for you. 

To remove the software, just follow the same steps you used for installing, through step 5. Choose 
?Uninstall? from the upper left pop-up menu, and then click ?Uninstall? at bottom right. The Installer 
removes the software, then a message appears indicating that the removal won?t take effect until you 
restart. Click Restart, and your Macintosh will restart without the software items you removed. 

- When you use the Uninstall option, any calendar or contact files you have created are NOT 
*f removed from your hard disk. 

Windows Uninstall Instructions 

Should you need to remove Now Up-to-Date & Contact from your hard drive for any reason, the 
Installer application can do it for you. 

1. Launch the installer you used to install Now Up-to-Date. 

2. Click Next 

3. Select Remove from the list, and then click Next at the bottom right. 

4. Confirm you wish to remove the program by clicking Remove. 
The Installer will now remove the software and it's components. 

5. Click Finish once the removal is complete. 

When you use the Remove option, any calendar or contact files you have created 
are NOT removed from your hard drive. 
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Chapter 3 

Creating Calendar Files 



This chapter explains how to create a calendar file or update an existing contact file from a previous 
version of Now Contact. Setting the preferences for the calendar file is also explained. 



Creating a Calendar File 



Whether you upgrade from a previous version or set up Now Up-to-Date for the first time, you need to 
select a primary calendar file. This is the file that QuickDay scans for Events requiring Reminders, and it 
is the file that you can link to Now Contact. 

To create a new calendar file to contain your events (for new users): 

1. Open Now Up-to-Date. 

An untitled calendar file opens. 

2. Choose Save As from the File menu. 
The Save As dialog box appears. 

3. Select the "Make this file the primary file" checkbox. 

Designating the file as primary ensures that it will open automatically whenever you open 
Now Up-to-Date, and allows you to specify reminders and link your calendar events with 
your contacts from Now Contact. 

4. Enter a name and select a location for the file, then click Save. 

Be sure to give your calendar file a meaningful name, and save it somewhere that you will eas- 
ily remember its location (we suggest using your Documents folder) . All of the information 
■ for your calendar events are stored in this file, so you will want to be sure to back it up, and to 
move it with other important files if you change computers. 
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Updating a Calendar File (Mac Only) 

When upgrading from a previous version of Now Up-to-Date, you need to select a primary calendar 
file. This is the file that QuickDay scans for events the have reminders, and it is the file that you can link 
to Now Contact. 

To Upgrade a Calendar File from an earlier version of Now Up-to-Date: 

1. Open Now Up-to-Date. 

2. Choose Open from the File menu. 

3. In the Open dialog box, locate and select your earlier-version calendar file. 

4. Select "Make this file the primary file" checkbox. 
The file is selected as the primary calendar file. 

5. Click Open. 

A dialog appears asking you to confirm that you want to convert the earlier version calen- 
dar file to the latest version 

6. Click OK. 

A copy of your earlier-version file remains on your hard drive. 



Setting preferences for Now Up-to-Date 



From setting preferences for new events to general preferences for how Now Up-to-Date works, you 
have a great deal of control over the scheduling environment. 

To Set Preferences 

1. Go to the Define menu and highlight the Preferences command. 

To open Preferences in OS X, choose Preferences from the Now Up-to-Date menu. 



A submenu appears, providing direct access to several different areas of preferences. 
Choose the submenu command for the area of Preferences you want to modify. 

The Preferences window opens to that pane. 

You can move to another pane by clicking its icon in the list on the left. 
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Setting Preferences for new Events 

You can automate some of the work involved in creating Events by setting default values for them. 

Appointments 

For New Appointment you can set the default Category (see "Organizing Your Calendar," starting on page 
99, for more information), Priority, Reminder attributes, as well as the start time (at the current time; on 
the quarter-, half- or whole hour from the current time; or at a time you specify) and the duration of a 
new Event. 
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To Dos and Calls 

For New To-Do, and New Call you can set the default Category, Priority, and Reminder attributes, as 
well as the beginning time (at the current time; on the quarter, half or whole hour from the current time; 
at a time you specify; or none at all) and the duration of a new Event. You can also indicate if the To-Do 
or Call will be carried forward until it is marked as Done. For a Call, you can specify that its Timer will 
auto-start as soon as you create the Event. 
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Undateds, Notes, Banners and Graphics 

For New Undated, New Note, New Banner and New Graphic, you can set the default Category and 
Priority. For New Holiday and New Special, you can set the default Category and Priority, as well as 
the default Reminder attributes. 

Meetings 

Choose Meetings to specify the default category and priority for new meetings that you create, the time 
interval for auto-picking a meeting schedule, what kind of Reminder you prefer, and the type of alert 
and sound to receive when you are invited to meetings. See "Linking Contacts to Your Events," starting on 
page 79, for more information. 

Now Contact 

Choose Now Contact preferences to select which Now Contact file to link your Events to. You can also 
set the default phone title that will appear in the New Contact or Contact Info dialog box, and other 
options. See "Linking Contacts to Your Events," starting on page 79, for more information. 
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General Preferences 

Choose General from the Preferences submenu to set general default preferences for your calendar file. 
You can brighten up the Toolbar area of your calendar by choosing a color from the pop-up menu at the 
bottom of the General Preferences pane. 
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Choose., 



To specify that. 



Open Event Info for new 
Events 

Start the week on Monday 



Show Set name in window title 
Auto-save every x minutes 
Shadow twilight hours 
Use non-enhanced printing 

Background pattern 

Date range for Reminders 
Alert on Public Event deletion 



Receive reminders for time 
commitments 



The Event Info window will open automatically whenever 
you create a new Event. 

Weeks will start on Monday instead of Sunday in the Month 
and Multi-Day Views. 

The title bar of your calendar file will display the name of the 
Set that is currently selected in the View menu. 

The Auto-Save function will be active, saving your calendar 
file automatically at the time interval you specify. 

In the Multi-Day and Day Views, the hours from 7 P.M. to 5 
A.M. will appear "shadowed." 

Now Up-to-Date's full-featured printing will be reduced to 
very basic functions, in order to resolve the printing errors 
that are occasionally caused by some printers using custom 
printer drivers. Fewer printing options will be available when 
this checkbox is selected. 

The color you select will be used as a background for the 
Calendar Toolbar. 

Reminders will be presented only during a certain time range. 

A warning dialog box will appear when you delete a Public 
Event. The warning alerts you that deleting the Event will 
also delete it from everyone else's calendar. 

Presents Reminders for all Events in Public Categories for 
which you've confirmed attendance. This preference applies 
only if you are set up for Group Scheduling. 
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QuickDay and Reminders 

You can set preferences for QuickDay, such as where the QuickDay menu is displayed (Mac OS X), what 
items are displayed in the Event menu, and how Reminders are handled. See "Setting QuickDay 
preferences" on page 278 for more information. 






[hi d ji n I mm #tl# fia 






WlHIfjUl ] *> 


rues — 3 






[uhvIi nUmi 


- > -.->.- 




P H..KIK 


P !•>>* 










P tlMi Ml 


P M*w#* 










P IVuv Ij-di 








P UWwdl 






P WflUn 




P lwSki,lbi 


O Bknkr 




P i.i-t. ij r in 



llSi^ - 

III— 

Si-*— 



IS-*- 

a- 
a— 



» — 



Turns Reminders on or off. 



Sets the location of the 
QuickDay menu. 
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Sets which event types 
and commands appear in 
QuickDay. 



- Sets Reminder Preferences. 
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Chapter 4 



Importing, Exporting and 
Archiving Events 

Now Up-to-Date's flexible import function makes it easy to bring schedule information into your 
calendar file, from a different calendar file, or from any application that can create a tab-delimited text 
file. The export function allows you to create a text file containing event information that can be opened 
and used by a word processor, spreadsheet, or database application. With the archive function, you can 
remove old events from your calendar file to improve performance, and then easily restore them, if 
necessary, at another time. 



Importing Data Into Your Calendar File 



Before importing data into your calendar file, examine the file you wish to import to determine what data 
it contains and in what order the data appears. Then, use this information to select or create an Import 
Template, as described below. 

When you Import, we recommend that you first import your information into a new, calendar file to 
verify that all of your data is being imported as you want it to be. This way, if any problems occur, your 
existing calendar file will be unaffected. 

Tip: The Sample Calendar included with your software contains Templates for importing data from other calendar 
applications. 

Note: The Windows version of Now Up-to-Date imports text and calendar archive formatted files. 
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To import data into your Calendar File: 

1. Choose Import from the File menu, or press §€- Option - I (Mac) or Shift - Ctrl - I (Win). 

The Import dialog box appears. It contains a Template menu and numbered data field 
menus that you set up according to the fields in the import file. 

Choose a Template 



Set these fields 
to match the 
fields in the — 
file being 
imported 



Select to import 
repeating Events - 
as a linked series 
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Select this option to create a 
new Private Category when the 
imported Event's category does 
not match existing categories in 
your Calendar file. 



Template 
commands 

Click to create a new 
Import Template 



2. Select a Template from the Import Template pop-up, or create a new Template by clicking 
New. 

3. Set the import fields to match the order of the data fields in the import file. 

If your import file contains data that's not applicable to or usable by Now Up-to-Date, 
choose Ignored from the pop-up data field menus for fields containing such data. 

4. Set the desired option for importing repeating Events. 
Repeating Events are normally linked in Now Up-to-Date. 

5. Set the desired option for creating Private Categories on-the-fly 

Select this option to create a Private Category each time Now Up-to-Date encounters a 
Category in the imported file that doesn't match an existing Category in your Calendar File. 
Deselect to place Events from a non-matching Category in your Default Category. 

6. Click OK. 



A directory dialog box appears, prompting you to locate and select the file to be imported. 
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7. Locate and select the desired file, and click Open. 

A progress bar appears as the file is imported. When it is finished, the new Events from the 
imported file appear in your Calendar File. 

If any problems or errors occur while Now Up-to-Date is importing the file, a dialog box 
will appear indicating the nature of the problem. The error message will usually tell you 
where in the import file the problem occurred, so that you can open the file in a word proces- 
sor or spreadsheet application and double-check the field order against the incoming field 
order you have specified in the Import dialog box. 




Exporting data from your Calendar File 



Exporting calendar information from Now Up-to-Date allows you to use it elsewhere. The export 
function creates a tab-separated text file that contains Events and their selected attributes within a date 
range that you specify. 

Using the functions available in the Export dialog, you can also control which event attributes are 
exported, as well as the order in which the corresponding data fields will appear for each event. 

To export data from your Calendar File: 

1. From the View menu, choose a set that includes only the categories you want to export. 

All Events contained in the categories (both private and public) that you're subscribed to in 
the current set will be exported. Be sure that the categories included in the current set con- 
tain events that you want to export. 



Choose the order 
and contents of 
export fields from 
these pop-up 
menus 



Select the date 
range and type 
of Events to be 
exported 



i I dir. 



Select an Export Template 
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Template 
commands 



Click to create a new 
Export Template 



2. Select the File menu then choose Export , or press §€ -E (Mac) or Ctrl-E (Win). 
The Export dialog box appears. 
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Choose a template from the "Export Template:" menu. 

A number of templates are displayed in the pop-up list. "Calendar Archive" is the standard 
Now Up-to-Date template. For your convenience, the list includes a number of different 
scheduling application templates as well. You can use one of these templates, or create a 
custom template using the New or Duplicate buttons. 

Modify the attributes of the pop-up menus, if desired. 

Five event attributes are selected for exporting by default; these are the most commonly- 
used attributes. For each exported event, these attributes will appear in the export text file 
as tab-separated data fields. The numbered items in the dialog indicate the order in which 
the data fields will appear in the export text file for each event. 

Choose attributes from these menus to include them in the export file and set their field 
order, according to your requirements. Choose None from the pop-up menus for any 
remaining fields. 

Select checkboxes as desired to determine which event types will be included in the export 
file. 

Click OK. 

A dialog appears, prompting you to select a destination for the export file and name it. 
Choose a location for the export file, enter a name, and click Save. 

A progress bar appears as the export file is created. When the operation is completed, you 
can open the export file in the application of your choice. 

If you created a new template or modified an existing one, the export template has been 
saved, and will he the selected template the next time you open the Export dialog. Any tem- 
plates available in the Export dialog will also he automatically created in the Import dialog, 
so that you can easily import data of the same format that was exported. 

Graphics cannot he converted to text and thus are not exported. 
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Archiving data from your Calendar File 



The Archive function allows you to decrease the size of your calendar file by removing all event data 
that is older than a specified number of months and saving it in a text file. The text file allows you to 
retrieve this information at a later date should you ever need to do so. You can archive events from all of 
your private categories, as well as from public categories whose owner passwords you know. 

If you archive public categories, they will he archived from the Now Up-to-Date Server as well. That is, they are 
' archived and removed from all other calendar users' calendars that are subscribed to those categories. 



When you import a calendar archive, the imported events will be restored by category. If a category with the same 
name as the archived category exists in the calendar you are importing to, the events are assigned to that 
category. If the existing category is a private category, the events will be private; if the existing category is a 
public category, the imported events will be made public. If a category does not exist in the calendar being 
imported to, a private category with that name will be created. To be sure that public events are imported 
properly, verify that all necessary public categories exist before importing the calendar archive. 

To archive data from your Calendar File: 

1. From the View menu, choose a set that includes only the categories you want to archive. 

In general, be sure that the categories you're subscribed to in the current set contain events 
that you really want to archive. Only events from public categories for which you can pro- 
vide the owner password will be archived. 

2. Choose Archive from the File menu. 
The Archive dialog appears. 



Enter the number 
of months worth of 
data to archive and 
delete, from 1 to 99. 



Select archiving — 
options. 

(You must have the 
owner password to 
archive from public 
categories.) 
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3. Type the number of months for the minimum age of the events you want to archive. 

4. Depending on the desired result, select the checkbox(es) for the appropriate categories you 
want to archive. 

5. Click OK. 

A dialog appears, prompting you to select a destination for the archive file and name it. The 
default name for the archive file includes the date of the most recent events it contains. 

6. Choose a location for the archive file, enter a name, and click Save. 

If you're archiving any public categories, you'll be asked to enter their owner passwords 
now. In the password dialog box, click Cancel to cancel the archive operation entirely, or 
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click Skip to cause the category to be skipped, while allowing the archive operation to con- 
tinue. 

Once the archive file has been created and saved, Now Up-to-Date deletes the archived 
events from your calendar file and from the Now Up-to-Date Server. 
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Chapter 5 

Working with your Calendar 

This chapter explains how to create and modify Events, set and respond to Reminders, attach Contacts to 
Events, and find Events. 

Event Info Window 



Now Up-to-Date's Event Info window appears when you create any new event except sticky notes and 
banners, or when you double-click an event in any view. 

To prevent the Event Info window from opening automatically whenever you create a new Event, choose General 
Preferences from the Define menu and deselect this option. 

The Event Info window displays information for the currently selected event. Press Tab to move from 
field to field; press Shift-Tab to move back to the previous field. 

When the event Info window is open, the calendar view behind it is inactive. Make the calendar view 
active by pressing the Enter key. When you do so, pressing Tab or Shift-Tab moves you between Events 
in your calendar file, allowing you to locate another event. Note that Tab and Shift-Tab move you 
through events in the Event Info window, not in the regular calendar view. 
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Click to attach a Web Link 



Click to attach 
a document 



Click to hide or show the 
Contact and description fields 



Click to find and 

attach linked Contacts — . 



Click to create a new Contact 



Displays Contacts, 
Web links, and 
documents attached 
to the Event, and/or 
other Now Up-to-Date 
users invited to a 
meeting 



1 



Click to use the Date/Time 
Stamp and Timer 

Click to schedule a 
meeting 



Click to print 
Event information 
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Used with a Public Event 
Server for group scheduling 



Use these options 
to customize the 
Event 



Drag to adjust the size 
of the Contact field 
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Creating Events 



Once you've opened your Calendar File, you're ready to begin adding Events to your schedule. 

jyu You can also quickly create Appointments, Calls, and To-Dos and add them to your calendar using QuickPad, 

a tiny utility that allows you to enter new Calendar and Contact information at your convenience, without 
'^f opening either the Now Up-to-Date or Now Contact application. See "QuickPad, included with Now Up-to- 
Date & Contact for OS 8.6 and OS 9, gives you the ability to enter new calendar and contact information 
quickly and at your convenience without forcing you to open the main applications. QuickPad uses SmartWords to 
automatically define and schedule events. See "Using SmartWords" on page 290 for more information." on page 287 for 
more information. 

II j m— .j am J You can quickly create events by right-clicking on a cell in your calendar. Doing so brings up a 
contextual menu which allows you to select a type of event you wish to add. 

Scheduling Appointments 

An appointment is an event that occurs on a specific day at a specific time. 

gfo] To schedule an appointment in any view: 

1. Select a day by clicking in its cell. 

2. Choose New Appt. from the Event menu, click the New Appointment button in the 
Calendar Toolbar, or press 36 -N (Ctrl-N for Windows). 

The Event Info window appears with the default title of "New Appt." and the Event type 
set to Appt. C See Event Info Window on page 49.) 

3. Change the appointment's title by typing in the Title box. 

4. Change any other information in the Event Info window. 

5. Close the Event Info window. 

To schedule an appointment in Multi-Day or Day View: 

1. In the time grid for the day on which the appointment occurs, position the pointer over the 
starting time. 

The pointer becomes a crosshair. 

2. Click and drag the crosshair from the starting time of the appointment to the ending time. 
The Event Info window appears with the default title of "New Appt." and the Event type 
set to Appt. 

3. Change the appointment's title by typing in the Title field. 

4. Change any other information in the Event Info window. 
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5. 



Close the Event Info window. 



The appointment appears highlighted in the current View. 

While in the Multi-Day or Day View, you can change the start and end times of the new 
appointment by dragging the appointment to a new start time. Change the duration of the 
appointment by dragging the top or bottom edge of the box in which it appears. 
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Meetings 

If you're connected to a Now Up-to-Date Server set up for Group Scheduling, you can use the Meeting 
Event type to schedule meetings for specific dates and times, reserve rooms and resources, and notify 
attendees. 

To schedule a Meeting: 

1. Select a day by clicking in its cell. 

2. Choose New Meeting from the Event menu, or click the New Meeting button in the 
Calendar Toolbar. 

The Event Info window appears with the default title of New Meeting, and the Schedule 
Meeting dialog box opens. 

3. Select the Users, Groups, Conference Rooms, and/ or Resources to include in the meeting. 

Drag the desired items from the list on the left to the Invite list on the right. To remove an 
item, drag it back to the first list. To inform someone of a scheduled Meeting, but not invite 
them, drag the name to the Opt (Optional) list. 
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5. 

6. 
7. 



Click either Group View or Auto-Pick to set the meeting date, time and duration. 

Group View shows each invitee's schedule, including their available times. Any users 
you've placed in the Opt list appear in italics at the bottom of the list. The first available 
time for your meeting is highlighted. 

Auto-Pick automatically checks the schedules of everyone you placed in the Invite list, and 
the availability of any rooms or resources you've included. The Auto-Pick dialog box dis- 
plays the available meeting times. 

Click OK. 

The dialog box closes, and you see the Event Info window for your new meeting. 
Fill in any necessary information for the meeting. 
Close the Event Info window. 

The meeting appears on your calendar and everyone on your Invite and Opt lists receives 
notification of the new meeting. 
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Scheduling To-Dos and Calls 

To-dos and calls are similar types of events. Use To-Dos to schedule tasks that you want to complete on 
a specific day. Use Calls for planning telephone calls that you need to make on a specific day. 

To schedule a to-do or a call: 

1. Select a day by clicking in its cell. 

2. Choose New To-Do ( J€ -T / Control-T) or New Call from the Event menu 
or click the To-Do button or Call button (^j^L, on the Calendar Toolbar. 

The Event Info window appears with a default title and the Event type set to the selected 
Event. 

3. Change the event's title by simply typing. 

4. Change any other information in the Event Info window. 

5. Close the Event Info window. 

The to-do or call appears highlighted on the selected day. 

Marking To-Dos and Calls as In Progress or Done 

A to-do or a call marked as Not Done ( • ) or In Progress ( • • ) can be auto-forwarded to subsequent days 
until you mark it as Done (V). When you mark a to-do or call as Done, it is attached to the date on which 
it was completed. 

You can specify that when a to-do or call is marked Done it disappears from your view, or that it 
appears in the lower section of your To-Do List. See "Defining Calendar Layouts" on page 95 for more 
information. 

To mark a to-do or call as "In Progress" or "Done" in the To-Do List: 

1. Click once on the box to the left of the To-Do or call to mark it as In Progress. 
A diagonal line appears in the box. 

2. Click the box again to mark the To-Do or Call as Done. 

A checkmark appears in the box and the item moves to the bottom of the list. 

? Option/ 'alt-click to mark a To-Do or Call as Done immediately instead of clicking twice. If 
you inadvertently mark a To-Do or Call as Done, simply click the box again to remove the 
checkmark. The item moves back into the upper part of the To-Do List. 
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To mark a To-Do or Call as Done in other views: 

1. Select the To-Do or Call by clicking it once so it's highlighted. 

2. Choose Done from the Event menu, or type 36 -/ or Ctrl-/. 

A checkmark appears next to the title of the To-Do or Call, indicating that you've completed 
it. 

Special 

A Special Event is a date-specific Event that spans an entire day. You can use a Special Event to indicate 
a special occasion or simply that you're out of the office for the entire day. 

To create a Special Event: 

1. Select a day by clicking in its cell. 

2. Choose New Special from the Event menu, or press 36 - E or Ctrl-E. 

The Event Info window appears with New Special highlighted in the Title field and the 
Special Event type selected. 

3. Change the Special Event's title by typing in the Title field. 

4. Change any other information in the Event Info window. 

If you're using Group Scheduling, you can use a Special Event to indicate that you are 
unavailable for Meetings for an entire day. 

5. Close the Event Info window. 

Holiday 

A Holiday is a date-specific Event that's nearly identical to a Special Event, except that it represents a 
holiday. This Event type automatically changes the formatting of the date on which it falls to the format 
you've specified for weekends and holidays. (The Define Calendar Layouts dialog box lets you specify 
unique appearances for weekends and Holidays. See "Customizing Calendar Views" on page 95 for more 
information. 

To create a Holiday: 

1. Select a day by clicking in its cell. 

2. Choose New Holiday from the Event menu. 

The Event Info window appears with New Holiday highlighted in the Title field and the 
Holiday Event type selected. 

3. Change the Holiday's title by typing in the Title field. 

4. Change any other information in the Event Info window. 

5. Close the Event Info window. 
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Banner 

A banner is a graphic event that spans one or more days. It appears as a banner in the Month View; in 
all other views, it appears like a repeating special event. When banners overlap, clicking the one in back 
brings it forward. If you're using group scheduling, you can use a banner to indicate that you are 
unavailable for meetings for a day or a series of days. 

When using group scheduling, you can use the 'Blocks my time' checkbox in the Event Info window of the 
banner event to have Now Up-to-Date make you unavailable for meetings during this time period. 

To create a banner: 

1. With the Month View displayed, choose New Banner from the Event menu, or press 8€ - B / 
Ctrl - B. 

A new highlighted banner appears across the current or selected day. If no day is selected, 
the banner will appear in the upper left corner. 

2. Drag the banner to the desired position. 

3. Resize the banner, if necessary, to span the desired days. 

Click the right edge of the banner and drag it to cover the span of days desired. The banner 
can span multiple weeks or even months. Double click a banner to bring up the Event Info 
window where you can assign a category, set it to block your time, and set its priority. 

4. Enter the desired text in the banner and then press the Enter key. 

Your Banner text is saved and the Banner is selected. Deselect it by clicking anywhere in the 
Month View. 

i The 'Define Calendar Layouts dialog box lets you control the shape and appearance of Banners. See "Customizing 
Calendar Views" on page 95 for more information. 

Undated To-Dos 

Undated To-Dos are Events that you have not assigned to a particular day. They appear only in the To- 
Do List and in the List View, when the current layout includes them. 

To create an Undated To-Do: 

1. Open the To-Do List by clicking its button in the Toolbar, or display the List View by 
clicking the List View button in the Toolbar. 

2. Choose "New Undated" from the Event menu. 

The Event Info window appears with "New Undated" highlighted in the Title field and the 
Undated To-Do Event type selected. 

3. Change the Undated To-Do's title by typing. 

4. Change any other information in the Event Info window. 
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5. Close the Event Info window. 

The Undated To-Do appears in the List View. In the To-Do List, the Undated To-Do appears 
between the Dated To-Dos/Calls and the Done To-Dos/Calls. 

The To-Do continues to appear in the List until you mark it as Done. When you mark it as 
Done, it's attached to the current day. 

Sticky Note 

A Sticky Note lets you place an attention-getting message directly in your Month View. 

To create a Sticky Note: 

1. With the Month View displayed, choose New Sticky Note from the Event menu. 

A new highlighted Sticky Note appears across the current or selected day. If no day is 
selected, the Sticky Note will appear in the upper left corner. 

2. Enter text in the Sticky Note by typing, then press the Enter key. 

Your text is saved and the Sticky Note is selected. You can deselect it by clicking anywhere 
in the Month View. 

3. Move or resize the Sticky Note as desired. 

To move it, drag its top edge. To resize it, place the pointer over the bottom right corner — it 
changes to a double-headed arrow — then drag to the desired size. 

To add a title to a Sticky Note, double-click it to open the Event Info window; type in the Title field, then close the 
Event Info window. 



Working with your Calendar 57 



Graphics 

Now Up-to-Date allows you to add bitmap or PICT graphics to your calendar to draw attention to 
specific days or events, or to provide a unique background for your calendar display. You can do this by 
dragging and dropping graphics from the Graphics Palette, or by pasting graphics from the Clipboard. 
You can add a graphic to a day in the Month View, or you can add a graphic to any of these five Event 
types: Appointments, To-Dos, Calls, Special Events and Holidays. The maximum number and size of 
graphics is limited only by the available memory. 

A graphic attached to a day (rather than to an event) is actually a separate event type, with a title, 
description, and repeat options. Any graphic of this sort can be moved, resized, repeated, and, because 
it is an event, shared with other users over a network. 

A graphic attached to an event appears next to an event's title in the Multi-Day and Day Views, and at 
the top of the day on which the event occurs in the Month and Week Views. 

m Event graphics are automatically reduced in size for display, so smaller graphics like icons tend to work best. To 
increase the size of graphics, increase the size of the option 'Number Text' in the Define Calendar Layouts dialog. 

Graphics Palette 

The Graphics Palette contains ready-made icon graphics that you can attach to days in the Month View 
or attach to individual events in any view. 



Click to add new 
graphics to the palette 



Drag a graphic to 
a day or event 
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Drag a graphic to the trash 
to remove it from the palette 



Drag to resize 
the palette 



To., 



Do this.. 



Open the Graphics Palette 



Choose Open Graphics Palette from the Window menu. 



Attach a graphic to a day in Drag the graphic from the Graphics Palette and drop it on the 

Month View desired day. 

Attach a graphic to an Event in Drag the graphic from the Graphics Palette to the event, and 

any View drop it when the event is highlighted. 

Add a graphic from the Clipboard Click the Paste button in the Graphics Palette, or choose Paste 

Graphic from the Edit menu. 

Remove a graphic from the Palette Drag the graphic to the Trash icon in the palette 
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Pasting graphics 

To add graphics to your calendar that aren't displayed in the Graphics Palette, you can simply copy 
them from any application and paste them into Now Up-to-Date. 

Once you've copied a graphic and switched to Now Up-to-Date, you have the following options: 
To... Do this... 



Attach a graphic to a day 



Click in the day cell and choose Paste Graphic from the Edit 
menu. 



Attach a graphic to an Event Select the desired Event and choose Paste Graphic from the 

Edit menu. 

Add a graphic to your graphics Click the Paste button at the top of the graphics palette, 
palette 



Modifying Graphics in your Calendar File 

You can modify graphics you've added to your Calendar File in several ways. 

When the Palette isn't open and you want to modify a graphic attached to a day, you must first hold 
down the Option (Alt in Windows) key and click the graphic. When the graphic is selected, you have 
the following options. 



To... 



Do this... 



Move a graphic attached to a 
day 

Resize a graphic attached to a 
day 



Drag it to the desired location. 

Place the pointer over its bottom right corner until the pointer 
changes to a double-headed arrow, then drag to the desired 
size. 



Remove a graphic attached to a Select it and press Delete/Backspace, or choose Cut Graphic 
day 



Remove a graphic attached to 
an Event 



from the Edit menu. 

Select the Event containing the graphic you want to remove, 
and then choose Cut Graphic from the Edit menu. 



Working with your Calendar 59 



Customizing Events 



You can customize an Event by setting repeats and reminders, changing its status, attaching Contacts 
and a description, and changing the Event's font size and color. Some of this customizing is done in the 
Event Info window, and some using menu commands. 

Using the Date/ Time Picker 

The Date /Time Picker is a special dialog box that makes it extremely easy to set the correct date and 
time for the Appointment you're creating. To open the Date/Time Picker, just click the button § 
shown at left in the Event Info window. (See page 50.) 



Current date is 
highlighted 



Current setting 
for the Event 



TTT- 



Click arrows to move forward or 
back a year, month, or hour range 
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Click a date 
or time to 
select it 



Click to select the current date and time 



Using the Date/ Time Stamp 

The Date /Time Stamp function in the Event Info window lets you make an Event's description more 
informative by documenting the date and time that notes were added, or even elapsed time, which is 
very useful in the case of a Call Event. 

To use this feature, click the Date/Time Stamp button in the Event Info window Toolbar. (See Event 
Info Window on page 49.) The current date and time are inserted at the top of the Description field. As 
long as you keep the Event Info window open to the same Event, clicking the button again will place 
a second date and time entry after the first, followed by the elapsed time in parentheses. 

When the Event is a To-Do or a Call, the Timer that appears in the Event Info window for these Events 
counts elapsed time as it passes. 

Using Priorities 

The Priority setting causes To-Dos, Calls and Undated To-Dos to appear in order of Priority. Those with 
a higher Priority appear higher in the list. You can define up to ten different Priorities of any name. You 
assign a Priority using either the Event menu or the Event Info window. 




An Event's Priority is a private attribute. This means that if you are on a network, any Priority you assign to a 
shared Event is not shared with other users. 
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To assign or change an Event's Priority: 

1. Select the Event in the Calendar, or open the Event Info window for the Event. 

2. Choose the desired Priority from the submenu attached to Priority on the Event menu, 
or Choose a Priority from the Priority pop-up menu in the Event Info window. 
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You can also prioritize by dragging items in the To-Do List. See"Viewing Events, " starting 
on page 85, for more information. 

Defining Priorities 

You can easily customize the names and order of the available Priorities. 

To define Priorities: 

1. Choose Priorities from the Define menu. 
The Define Priorities dialog box opens. 

2. Edit the existing Priority names or add new ones as desired. 

3. Click OK to save your changes. 

The new or modified Priorities are now available in the Priority submenu. 



Setting up repeating Events 

You can create an Event once and then set it to repeat at a specified interval for any number of total 
occurrences. This makes it very simple to add weekly meetings or other regularly-occurring Events to 
your Calendar File. You can choose from a list of standard, preset repeat options, or set up custom 
repeats for more unique situations. Repeats are available for all Event types except Banners and 
Undated To-Dos. 

Standard repeating Events 

The Repeat menu in the Event Info window provides a number of standard repeating intervals. The 
options available on this menu vary according to the day on which the Event is to occur. 

To create a standard repeating Event: 

1. Open the Event Info window for the Event that you want to repeat. 
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2. 



Choose the desired repeat option from the Repeat pop-up menu. 



Because the options on the menu change according to the day on which the selected Event 
falls, this illustration may vary from what you see. 
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3. Save the repeat setting by pressing the Enter key or closing the Event Info window. 

The repeating occurrences of the original Event have been added to your Calendar File. 

You can create a repeating Event without opening the Event Info window by holding down the Option/Alt key 
and dragging the Event to the day on which you want the Event to repeat. 



Custom Repeating Events 

The custom repeat option lets you specify the details of more unique repeating sequences. It also lets 
you specify an ending date for a repeating sequence, rather than having to know exactly how many 
occurrences you want. 

To create a custom repeating Event: 

1. Open the Event Info window for the Event. 

2. Choose custom repeat from the Repeat pop-up menu. 
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A dialog box opens for configuring custom repeating Events. 
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3. Set up the custom repeat frequency as desired. 

4. Click OK to save your settings. 

You're returned to the Event Info window. The Repeat menu displays custom repeat to indi- 
cate that you've set up a Custom Repeat. 

5. Save your repeat settings by pressing the Enter key or closing the Event Info window. 

Creating Lunar Events 

Now Up-to-Date can enter the phases of the moon into your Calendar File automatically. These are 
unique repeating Events that automatically find the correct day for New Moon, First Quarter Moon, 
Full Moon, and Last Quarter Moon, as well as display an appropriate Event Graphic. 

The Sample Calendar included on your Now Up-to-Date disk contains all of the Moon Phase Events, as 
well as other Events of interest. In view of this, you may want to use the Sample Calendar and save it as 
your Calendar File. See "Using Categories," starting on page 99, for more information. 

To create a repeating Lunar Event: 

1. Set your location in the Map Control Panel (Mac) Regional Settings (Win). 

Now Up-to-Date needs this setting to calculate accurate times for Moon Phases in your geo- 
graphical location. 

2. Open the Day View for the current day. 

3. Choose "New Special" from the Event menu. 

A new Special Event appears in the no-time section at the bottom of the window with the 
name "New Special". 

4. Hold down 3€ - Option (Ctrl - Alt for Windows) and double-click the new Special Event. 
The Event Info window opens. 

5. Click the "Repeat" menu to pop up a list of the available repeat options. 

Notice that in addition to the basic repeat options and "custom repeat...," additional 
options appear at the bottom of the menu. 



Working with your Calendar 63 



6. Choose the desired Moon Phase repeat option. 

Notice that when you make your selection, the number in the "Total" field is automatically 
set to 99, indicating that the Moon Phase Event will occur 99 times in your Calendar File. 

7. Type the name of the selected Moon Phase in the Title field for the Event. 

8. Close the Event Info window. 

This enters the new repeating series in your Calendar File. Unless you happen to have 
selected a day on which the specified moon phase actually occurs, the Event disappears 
from the Day View. This is because Now Up-to-Date knows on which days the various 
phases of the moon occur, and automatically places the Events in your new repeating series 
on the correct days. 

9. Close the Day View. 

You should be back in the Month View. If not, choose "Month" from the View menu. 

10. Look in the current or next month for the Moon Phase Event that you created. 

You should see both the title that you entered for it, as well as an Event Graphic for the cor- 
responding moon phase. 

You can now enter the three other moon phases in your Calendar File by following the pre- 
ceding steps and using the three remaining options that appear on the Repeat menu. Enter- 
ing a title for Moon Phase Events is optional; if you don't want to take up space in the 
Month and Week Views, you can cut the Event title and paste it into the Description field. 
This hides the title text but allows you to use the "Find. .." command to find the Event. 

m The "Easter" option allows you to place Easter on the correct day each year. It is included among the Moon 
Phase options because Easter is a lunar-based holiday. You can use the procedure above to create Easter Holiday 
Events, except that you should choose "New Holiday" in step 2, and enter the title "Easter" in step 6. No Event 
Graphic is automatically created for an Easter Holiday Event. 
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Modifying repeating Events 

You can modify the details of a repeating Event, and quickly transfer that change to all connected 
repeating Events, future repeating Events, or just selected Events in the series. 

To modify a repeating Event: 

1. Open the Event Info window for the repeating Event you want to change. 

2. Modify the event information as desired. 

For example, you may want to change the start or end times for the Event, or change text in 
the description field to indicate a different meeting agenda. 

3. Close the Event Info window. 

A dialog box appears with the following options. 
Use this option... To... 

Change only future repeating Events to have the same 
characteristics as the Event you just modified. 



Future: 
All: 
One: 



Change all past and future repeating Events to have the same 
characteristics as the Event you just modified. 

Change only the Event you have just modified, and leave past 
and future repeating Events as they were. 



Mac Only: As you move your pointer over the Future, All and One buttons, notice the key- 
hoard shortcut text displayed in the dialog box. 
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4. Click your choice. 

The repeating Events are updated accordingly. 



Working with your Calendar 65 



Setting Reminders for Events from within Now Up-to-Date 

Reminders are managed by the QuickDay feature. See "Using QuickDay for Macintosh, " starting on page 
275, for details on using this feature. See "Using QuickDay for Windows," starting on page 305, for details on 
using this feature. This section describes how to set Reminders in the Event Info window. 

You can't set Reminders for Undated To-Dos, Notes, Banners, Holidays, or Graphics. 

To set a Reminder for an Event in Now Up-to-Date: 

1. Open the Event Info window for the Event for which you want to set a Reminder. 

The Event Info window appears. Use the three pop-up menus that appear next to Remind 
at the bottom of the window to set a Reminder. 
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Enter the number of 
units of advance 
notification that you 
want to receive 



Select a unit of 
time for advance 
notification, or 
'never' for no 
Reminder 



Select the type of 
notification you 
want to receive 



Selec >und to 
accompany the 
Reminder 



>*v Before you can receive Reminders in the form of Alert Dialogs or menu bar alerts (Mac) or 
V I J System Tray Alerts (Win), "Reminders" must be set to "On" in the QuickDay Pane in the 

Preferences on Mac OS X & Win systems. In Mac OS 8.6-9 the QuickDay Event menu 
must be turned on by selecting the "Bell" option in the QuickDay control panel. See "Setting Quick- 
Day preferences," starting on page 278, for more information. 

The QuickDay control panel becomes aware of new Events requiring Reminders only after you save 
your Calendar Pile. In Mac OS 8.6-9 QuickDay becomes aware of Events that have Reminders when 
you open or save your Calendar File, or the event is made from Now Contact. In Mac OS X and 
Windows systems, Quickday updates itself by periodically polling your calendar file for events that 
have reminders. 

Save the Reminder setting by pressing the Enter key or closing the Event Info window. 

Save your Calendar File. 

The QuickDay control panel becomes aware of new Events requiring Reminders only after 
you save your Calendar Pile. 
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Responding to Reminders 

Now Up-to-Date offers many options for responding to Reminders. 

When you dismiss an alert for a repeating To-Do, you dismiss only the current day's alert for that To-Do. If the 
To-Do is not marked as Done, you'll receive another alert for it on subsequent days until it is completed. 

Alert dialog boxes 

Alert dialogs offer the most options for responding to a Reminder. Some users may prefer the menu bar 
or System Tray alert options described in the next section. 

A typical Reminder alert dialog is shown below. 



Event Name and Time 



Attached Contact info 



Event Description 



Click to Snooze the 
Reminder for the 
default delay or by the 
time specified in the 
adjacent fields. 
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Set the Snooze interval 
with these options 



Click to delete the Event 
from your Calendar 

Click to open Now Up- 
to-Date to make 
changes to the Event 



Click to dismiss the 
Reminder 



_ You can quickly snooze a Reminder by typing the desired amount of time, typing mfor minutes, hfor hours, or d 

for days, and clicking Snooze (or pressing Return or Enter). You can Dismiss or Snooze all Reminders by 
* holding down the Option/Alt key and pressing 'Snooze All' or 'Dismiss All.' 

To either snooze or dismiss all currently due Reminders, hold down the Option/Alt key to change the Snooze [Event] and 
Dismiss [Event] commands to Snooze All and Dismiss All. 



Menu bar alerts 

When you set a menu bar alert, the Event name flashes where the QuickDay menu heading appears 
when the Reminder is due. This type of alert doesn't interfere with background processes, and 
continues to flash until it's dismissed or snoozed. Options for responding to alerts are. 
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Windows System Tray Alerts 



System Tray Alerts provide a non-intrusive way to be reminded of an upcoming event.The system tray 
icon will flash until it is double clicked at which time the reminders that were waiting will be displayed. 



Recycle Bin 



21 AM 



QuickDay Icon 

To mark a To-Do or Call as Done, choose Mark [Event] as Done from the QuickDay menu (this 
command appears only when the alert is for a To-Do or Call). This marks the To-Do or Call as Done and 
dismisses the Reminder. 



Click once in the menu bar — 
to dismiss the alert 

Choose this option to open the 
QuickDay Event Info dialog 
box for the Event 



Choose one of these options — 1 
to snooze or dismiss the alert 



Choose another Event to 

open the QuickDay Event 
Info dialog box for the Event 



Visit new sales office 



r| — Event Info... 

Open Now Up-to-Date 



Snooze "Visit new sales office" 
Dismiss "Visit new sales office' 



30 PM Visit new sales office 

15 PM Dentist appt. 

1 5 PM Pick up cat at vet 



8:00 AM Send Press Release 
1 1:00 AM Pick up dry cleaning 



Call Bob 

Call Joyce 

Call travel agent 



Organize Filing Cabinet 
Get Car Tuned Up 
_Bul| Cat Food 



To either snooze or dismiss all currently due Reminders, hold down the Option key to change the Snooze [Event] 
and Dismiss [Event] commands to Snooze All and Dismiss All. 



m The Sets feature lets you control the kinds of Reminders you receive from Public Categories. See "Organizing 
*'/ Your Calendar, " starting on page 99 for more information on Sets. 



Attaching Contacts to Events 

You can attach Contact information to any Event you create. The attached name, company and phone 
number of the Contact appears in the Event Info window. When you receive a Reminder for an 
appointment, you'll also see this Contact information. 

I The following procedure explains how to add Contact information to your Event without using Now Contact. By 
linking a Now Contact file to your Calendar File, you can attach existing Contacts to Events and add Contacts 
you create in Now Up-to-Date to your Now Contact file. See "Linking Contacts to Your Events," starting on 
page 79, for more information. 
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To attach a New Contact to an Event: 

1. Open the Event Info window for the Event to which you want to attach a Contact. 
Double-click the Event, or select it and then press the Enter key. 

2. Choose New Contact from the Attachments submenu on the Event menu, or click the New 
Contact button in the Event Info window Toolbar, or press 36 - Shift-N (Control-Shift-N). 

The New Contact dialog box appears. 

3. Enter the Contact information in the appropriate fields. 

The Phone pop-up menu lets you specify whether the phone number you enter is a work 
(Wk), home (Hm), Fax (Fx), mobile (Mb), or other (#) number. 
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4. Click OK. 

To attach an existing Contact to an Event: 

1. Open the Event Info window for the Event to which you want to attach a Contact. 
Double-click the Event, or select it and then press the Enter key. 
Click the Find Contact button on the Event Info window Toolbar. 
The Find Contact dialog box appears. 
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2. Enter search criteria for the Contact that you want to locate, then click Find. 
A list of Contacts matching your search criteria will be displayed. 
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Select the Contact that you wish to attach to the Event, then click Attach to Event. 
The selected Contact will be attached to the Event. 
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Attaching Web links to Events 

You can attach links to Web pages to any Event. Attaching web links lets you keep track of Web pages 
related to certain Events, and makes it easy to open the corresponding pages in your Web browser. Web 
link attachments include the name of the linked page or site and its URL, or address. You attach Web 
page links by dragging them from a browser window, or by entering them directly in Now Up-to-Date. 

To drag a Web page link to an Event: 

1. Make sure that Now Up-to-Date is open, and the Event you want to attach the link to is in 
the current Calendar View. 

2. In your Web browser, select a link and drag it to the Event. 

m In some browsers, when you hold the mouse over a link for too long before dragging, a pop- 
*'f up menu may appear. If this happens, just move the pointer off the menu and try again. 

3. In Now Up-to-Date, open the Event Info window for the Event. 

The Web link attachment appears in the same area as attached Contacts. 
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4. To open the linked Web page in your Web browser, double-click the attachment while 
holding down the Option / Alt key. 
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To create a Web page link in Now Up-to-Date: 

1. Open the Event Info window for the Event to which you want to attach a Web link. 

2. Click the New URL button in the Event Info window Toolbar. 
The New URL dialog box appears. 



V Event Attachment Info 



New URL 



L_ 



Name: 
URL: 

Open Link.. 



|http:// 



Cancel 



J 



OK 



You can also open this dialog box by selecting the Event in any Calendar View and choosing 
New URL from the Attachments submenu in the Event menu. 



3. Enter the Web link information in the appropriate fields. 

You can test the link by clicking the Web browser button in the lower-left corner of the dia- 
log box. Your browser opens to the specified Web page. 

4. Click OK to return to the Event Info window. 

The Web link attachment appears in the same area as attached Contacts. 

5. To open the linked Web page in your Web browser, double-click the attachment while 
holding down the Option/Alt key. 

_ jf You can edit Web link attachments by selecting an Event and choosing Edit Attachments from the Attachments 
submenu in the Event menu. The URL Info dialog box that appears is identical to the New URL dialog box 
shown above. 
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Attaching documents to Events 

Now Up-to-Date also lets you attach documents to Events. This allows you to keep track of any 
documents, such as letters and spreadsheets, that relate to particular Events. 

To attach a document to an Event: 

1. Open the Event Info window for the Event to which you want to attach a document. 

2. Click the Attach File button in the Event Info window Toolbar. 
A directory dialog box appears. 

You can also open this dialog box by selecting the Event in any Calendar View and choos- 
ing Attach File from the Attachments submenu in the Event menu. 

3. Locate and select the file you want to attach, then click Attach. 

The document is attached to your Event, and appears in the same area of the Event Info 
window as attached Contacts and Web links. 

4. To open the document in the application that created it, double-click the attachment while 
holding down the Option / Alt key. 

If you move a document that is attached to an Event (or a Contact), the link to the Event (or Contact) will he 
hroken. 
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Changing Event text style and color 

You can make certain Events stand out from others by applying contrasting colors and/ or text styles to 
them. The style and color of Events are set according to their Category in the Define Sets dialog box, but 
you can do some customizing with menu commands. 

To change the text style or color for an individual Event: 

1. Select the Event. 

2. Highlight the Style or Color command on the Event menu and from the corresponding 
submenu, choose the attribute you want to apply. 
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Choose... To... 

A style or color from the Styles Apply the selected style or color to the Event, 
or Color menu 

Same as Category Return the Event to the style or color specified for the 

Event's Category in the Define Sets dialog box. 



by selecting it and then using a standard keyboard 



° ©QMIflfft]® 3€ - Shift-O Mac only 
° SGnSKSOW 9€ - Shift-S Mac only 

• Condense % - shift-c 



You can also set the text style or color for an entire Category. To do so, select an Event that belongs to the 
Category whose text style or color you want to modify. Hold down the Option/Alt key while pulling 
down the Event menu. Then follow the steps above. 



?You can set an Event s style quickly 
shortcut, as listed below: 

Plain k - shift-p 

Bold 3€ - Shift-B 

Italic * - shift-i 

Underline & - shift-u 
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Moving, copying, and deleting Events 



It's easy to move, copy, or delete an Event. There are some variations in these procedures where 
repeating Events are concerned. 

Moving Events 

To move a single Event, select it, choose Cut from the Edit menu, select the destination day, and choose 
Paste Event from the Edit menu. Or open the Event Info Window and adjust the date — the Event will be 
moved to the correct date automatically. 

In the Month, Week and Multi-Day Views, move an Event simply by dragging it to a different day 
within the current View. 

To move a repeating Event: 

1. Select the occurrence of the repeating Event that you want to move. 

2. Choose Cut from the Edit menu. 

3. Select the destination day. 

4. Depending on the desired result, choose the appropriate command from the Edit menu. 

Choose... To move the Event to a new day and... 

Paste Event Disconnect it from the other repeating Events in the series. 

Paste Repeat Keep it connected to the other repeating Events. Changes only 

the pasted event to the new day, keeping the rest of the 
repeating events as they were. 



To move multiple occurrences of a repeating Event: 

1. Select one occurrence of the repeating Event. 

2. Depending on the desired result, choose the appropriate command from the Edit menu. 
Choose... To cut the selected occurrence and... 



Cut Future 
Cut All 



All future occurrences of the repeating Event. 

All past and future occurrences of the repeating Event. 



3. Select the destination day. 

4. Depending on the desired result, choose the appropriate command from the Edit menu. 

Choose... To paste a series of repeating Events that is... 

Paste Event Disconnected from the original series and starts on the 

selected day. 

Paste Repeat Connected to the original series and starts on the selected day. 

Changes only the pasted event to the new day, keeping the 
rest of the repeating events as they were. 
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Copying Events 

To copy a single Event, select it, choose Copy from the Edit menu, and select the destination day. From 
the Edit menu, choose Paste Event to create a new Event with the same name as the original. Choose 
Paste Repeat to create a repeating occurrence of the original Event. To move an entire chain of repeating 
Events to a new day, paste the Event on a new day, then change the repeating sequence. See "Modifying 
repeating Events" on page 65 for more information. 

To create a repeating occurrence of an Event, hold down the Option I Alt key while dragging the Event to a new 
day. 



Deleting Events 
To delete an Event: 

1. Select the Event. 

2. Choose Clear or Delete from the Edit menu, or press Delete / Backspace. 

The Event is deleted. If the Event is part of a repeating series, a dialog box appears asking if 
you want to remove the one occurrence, all occurrences, or only all future occurrences in 
the repeating series. Click the desired button in the dialog box. 

To avoid the confirmation dialog box when deleting repeating Events: 

• Press 3€ - Delete (Control-Delete) to delete only a single occurrence of a repeating Event. 

• Press 3€ - Shift - Delete (Control-Delete) to remove all future occurrences of a repeating Event. 

• Press Shift - Delete to remove all occurrences of a repeating Event. 



Hiding and Unhiding Events 



You can selectively hide all Event types. You can't print hidden Events, nor do you receive any 
Reminders for them. When you hide shared Events, they are hidden only within your Calendar File; 
other users will still be able to view them. 

To... Choose... 

Hide an Event Hide Event from the Event menu after selecting the Event. 

View a hidden Event Show Hidden from the View menu. 

Any Events that you've previously hidden appear in a dithered, or 
dimmed pattern when you choose this command. 

Unhide an Event Unhide Event from the Event menu after selecting the dimmed Event. 

This option is available only if the selected Event is hidden. 
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Finding Events and text in your Calendar File 



Use Now Up-to-Date's Find command to locate an Event, Contact information attached to an Event, or 
any information entered in the description field of an Event. This command searches all Event titles, 
descriptions, and attached Contacts in your current Set of Categories, except in Events that are currently 
hidden. (See "Organizing Your Calendar," starting on page 99 for more information.) 

To find text in your Calendar File: 

1. Choose Find from the Event menu. 

2. Type the text to search for in the text field. 

3. Click Find or press Enter. 

Now Up-to-Date begins the search from the day that is currently selected or from the first 
day in the current view, and highlights the first Event that contains the specified text. 

To locate the next occurrence, choose Find Again from the Event menu (or type 36 - G or 
Control-G). To search backwards, select the Search Backwards checkbox in the Find dialog 
box before starting the search, or hold down the Shift key and choose Find Again. 

The Find Original command is used only when working with Unreconciled Events from Public 
Categories. See "Importing, Exporting and Archiving Events," starting on page 43, for more information. 
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Chapter 6 

Linking Contacts to Your Events 

Now Up-to-Date integrates seamlessly with Now Contact, letting you share information easily and 
efficiently between the two applications. You can create new Contacts in Now Up-to-Date and 
automatically add them to your Now Contact File, and you can search for specific Contacts and link them 
to an Event without leaving Now Up-to-Date. 

When you create a linked Contact from within Now Up-to-Date, the Contact information is sent to Now 
Contact via Apple Events and added to your primary Contact File by default. Similarly, when you create 
a linked Event in Now Contact, the Event information is sent to Now Up-to-Date via Apple Events and 
added to your primary Calendar File. Once you create a linked Contact or Event, you can switch 
applications and see the linked item in the other file instantly. 

If the application you're linking to isn't running at the time, the sending application uses a "store and forward" 
technique to make sure the new information is saved and added the next time you launch the destination 
application. 

Now Up-to-Date links to your primary contact file by default, just as Now Contact automatically links to 
your primary calendar file. 

If you make changes to the linked contact or event after its creation (for example, a contact's telephone 
number changes, or an event's time or date changes), the changes are recorded in both applications 
regardless of where they were made. 



Setting linking preferences 



Before you begin sharing information between Now Up-to-Date and Now Contact, you need to specify in 
the Preferences windows of each application how you want the communication to occur. 

, The steps below describe how to set linking preferences from within Now Up-to-Date. Follow the same procedure 
from within Now Contact. 



Linking Contacts to Your Events 



79 



To set 

1. 



linking preferences: 

Choose Now Up-to-Date from the Preferences submenu of the Define menu. 
The Now Up-to-Date pane of the Preferences window appears. 



2. To link to a Now Contact file other than your primary Contact File, click the Contact File 
button. 

It's best to maintain the same pair of linked files at all times. 

A directory dialog box appears, where you locate and select the Contact File you want to 
link to. 

3. Locate and select the desired Contact File, then click Link. 

The file you selected is now the destination for Contacts you create and link from within 
Now Up-to-Date, as well as the source for Contacts you link to Now Up-to-Date from 
within Now Contact. 

4. Select or deselect the Always link Contacts to contact file and Transfer to Now Contact 
when creating new Contacts checkboxes as desired. 

Always link Contacts to contact file automatically links every new Contact to the selected 
Contact File. If you don't want all Contacts created in Now Up-to-Date to be linked to your 
Now Contact File, deselect this checkbox. 

Transfer to Now Contact when creating new Contacts automatically transfers you to Now 
Contact whenever you create a new Contact. 

5. Choose a default telephone number type from the Primary Phone: pop-up menu. 

This telephone number type (Work, Home, Fax or Mobile) is automatically selected in the 
New Contact dialog box when you create a new Contact. 

There is no corresponding selection in the linking preferences from within Now Contact. 

6. Close the Preferences window. 

You're returned to your Calendar File. The Now Up-to-Date preferences for linking with 
Now Contact are set. 
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Working with linked Contacts in Now Up-to-Date 



Use the Now Up-to-Date Event Info window to create, edit, and search for Contacts stored in your 
linked Contact File. You can tell by looking at the Event Info window whether a Contact attached to an 
Event is linked or not, as shown below. 



Unlinked Contact - 
Linked to your Contact File - 
Linked to another user's Contact File - 
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To create a linked Contact: 

1. Locate the Event to which you want to attach a linked Contact. 

2. Double-click the Event. 

The Event Info window opens. 

3. Choose New Contact from the Attachments submenu of the Event menu, or click the New 
Contact button in the Event Info window Toolbar. 

The New Contact dialog box is displayed. 

4. Enter the desired Contact information in the appropriate fields. 
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Displays the name of the 
file where the linked Contact 
is stored 



Click to open Now Contact to the 
Detail View for this Contact 



5. Select the Add to checkbox. 

If you selected "Always link Contacts to contact file" in the Now Contact pane of the Prefer- 
ences window, this checkbox is selected by default. 
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6. Click OK. 



Once a Contact is linked to a Contact File (as shown in the Now Up-to-Date Event Info 
widow below), it cannot be unlinked. The only way to break the link is to delete the Contact 
or the Event. 
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On/i/ a first, last and company name and a single telephone number for a Contact appear in 
Now Up-to-Date. 

Tip: To add multiple Contacts to an Event, select the Contacts from the List View in Now 
Contact, then Drag and Drop them onto the Event in Now Up-to-Date. All of the selected 
■ Contacts will he linked to the Event. 

To edit a linked Contact: 

1. Double-click the Contact in the Event Info window's Contact field. 

The Contact Info dialog box appears. If more than one Contact is attached to the Event, the 
total number of attached Contacts is listed in the upper-right corner; click the left and right 
arrows to display the other attached Contacts. 

2. Make the desired changes to the Contact. 

You can edit any of the text fields in the dialog box. 

» When you're connected to a network and sharing Event information with other users, you 
may view, hut not modify, Contact entries linked to other users' Contact Tiles. 

3. Click OK. 

The changes appear in the Contact field of the Event Info window and in the contact in your 
contact file. 

To find an existing contact and link it to an event: 

1. Locate the event to which you want to attach a linked contact. 

2. Double-click the event. 

The Event Info window opens. 
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3. Choose Find Contact from the Contacts submenu of the Event menu, or click the Find 
Contact button in the Toolbar. 



The Find Contact dialog box appears. 




4. Type the text you want to search for in the text field. 

You can search for a contact by first name, last name, full name or company name. 

5. Click Find. 

A dialog box appears, listing all of the contacts in the linked contact file that match your 
search text (if no matching contacts are found, the dialog box indicates "0 contacts found"). 

6. Select the desired contact. 



Contact* 
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Click to re-enter Click to create a 
search text new Contact 



7. Click the "Attach to Event" button. 

You're returned to the Event Info window, where the contact appears with a contact icon in 
the Contact field. 

Linked repeating events 

Now Contact handles linked repeating Events differently than Now Up-to-Date, which offers flexible 
handling of repeating Events and lets you view them wherever they occur in your Calendar File. If you 
link a Contact to a repeating Event, Now Contact's Contact Log displays only the last repeating Event in 
the series (if the last Event is in the past) or the next occurrence in the series; no other Events in a 
repeating series are listed. 
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Deleting linked Contacts 

You can delete linked contacts from the Contact field of an event's Event Info window. Deleting a 
contact from Now Up-to-Date does not delete the contact itself from your Now Contact File. 

If you delete an event to which you've attached linked contacts, the linked contact entries are deleted 
along with it. The event entry is deleted from each of the corresponding contacts' Contact Logs, but the 
contacts themselves are not deleted, nor are the events purged from the Contact Log. 

You cannot delete a contact linked to a public event if the contact is linked to another networked user's contact 
file. Such a contact appears in the Event Info window preceded by a dimmed contact icon. 



1. Locate the event that contains the contact you want to delete. 

2. Double-click the event. 

The Event Info window opens. 

3. Select the contact in the Contact field. 

4. Press Delete/Backspace. 

The contact is removed from the Contact field, and the corresponding event in Now Con- 
tact is deleted from the contact's Contact Log. 




To delete a linked contact: 



Tip: You can "re-link" the contact at any point by finding the contact and attaching it to the 
event again. 
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Chapter 7 

Viewing Events 



Now Up-to-Date offers a wide variety of Views, so you can examine and modify your schedule in the 
way that best suits you. You can also customize Views to fit the way you want to look at your schedule. 



Using Calendar Views 



This section provides specific information on each of the calendar-based views, showing you what's 
unique about each one and how it can help you view your schedule. 

Elements in each View 

Several elements are common to all views in Now Up-to-Date. 



Window Title 



Toolbar- 
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Click to Show or Hide the 
Mini-Month and To- Do List 
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Sq8 



October 2001 



m 



Previous/Next arrows 
and "Today" button 



Network Status 



Mini-Month arrows 
and "This month" button 



Toolbar 

The buttons in the Toolbar provide immediate access to most common Now Up-to-Date functions. 



Year Week Day Goto Show/Hide New New Meeting 
View View View Date Weekends Appoint To Do Notices 



Show/Hide To-Dos 
and Mini-Months 



IT' 



Switch to 
Now Contact 



Month Multi-day List 
View View View 



Word Scrolling New 
Wrap View Meeting 



New 
Call 



Print 



Define Calendar 
Layouts 
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Month View 



The Month View is Now Up-to-Date's default view; it displays all Event types except Undated To-Dos, 
and it's the only view in which Sticky Notes appear. Banners appear as graphic items in this view, and 
as repeating Special Events in other views. 
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Click arrows to 
move backward 
or forward in 
Month view. 

Click the center 
button to display 
the current month. 



Double-click 
a day cell to 
switch to the 
Day View 



Double-click 
an Event to 
open its Event 
Info dialog 



Drag these 
bars to shrink 
or enlarge the 
Month and 
To Do List areas 



Click arrows to _ 
move backward 
or forward in 
Mini-Month view. 
Click the center 
button to display 
the current month. 



For each day, Events are sorted in the following order: 

• Holidays 

• Special Events 

• Appointments, Meetings, time-specific To-Dos and time-specific Calls — grouped together and 
sorted by their scheduled times 

• Not Done dated To-Dos and Calls (sorted by Priority) 

• In Progress dated To-Dos and Calls (sorted by Priority) 

• Done dated To-Dos and Calls (sorted by Priority) 

Tip: You can turn off the Tool Tips, that appear when you pass the mouse over an icon in the Toolbar. To do so, 
uncheck this option in Preferences: > General. 



Viewing Events 



If you schedule more Events on a day than can fit into its cell at the current window size, the cell will 
scroll to let you see all of the day's Events. Upward- and downward-pointing arrows indicate that there 
are additional Events to which you can scroll. 
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down In the list of Events 









Events that don't have titles do not appear in the Month View. 

Scrolling Option in the Month View 

The Month View has a scrolling option that you can toggle on and off. This option lets you move 
forward and backward by single weeks, instead of full months. When the scrolling option is active, the 
weeks move upward as you go forward in time and vice versa. (The Calendar Header changes to 
reflect the time range being displayed). 

Also, the See-Thru Month feature (which displays day numbers and Events from previous and 
upcoming months in a dimmed pattern) is no longer active, as all days and Events in the current time 
range are displayed. 

Week View 

The Week View shows you a week at a time in a format similar to the Month View but with more space 
allotted for each day. This view displays all Event types except Sticky Notes, and includes scrolling 
cells as well. 
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Double-click 
an Event to 
open its Event 
Info dialog 



Double-click 
a day to 
switch to the 
Day View 



Drag these 
lines to shrink 
or enlarge the 
Week or To Do 
List area 
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Multi-Day View 

The Multi-Day View displays a week in a time-grid, columnar format, allowing you to see free time 
slots at a glance. Only Appointments and Meetings appear in the upper, timed section; To-Dos, Calls 
(including time-specific To-Dos and Calls), Special Events and Holidays appear at the bottom in the All 
Day area. You can drag Appointments to the All Day area where they become To-Dos, and drag All Day 
Events to the timed area where they become Appointments. As the day progresses, the hours listed 
along the left side become shaded to indicate that they're in the past. 



Double-click an 
Event to display 
Its Event Info 
Window 

Drag an 
Appointment 
up or down to 
change its start 
or end time 



Drag an 
Appointment 
to the All Day 
area to change 
it to a To-Do 



Double-click a 
day to switch to 
the Day View 



Drag to resize 
the mini-calendar 
and To-Do List area 
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Drag an Event from the All Day area to 
the upper area to change it to an Appt. 



Drag to resize or hide 
both the Mini-Month 
and To-Do List areas 



Drag to resize or hide 
either the Mini-Month 
or To-Do List area 



Scrolling Option in the Multi-Day View 

Like the Month View, the Multi-Day View also has a scrolling option that you can toggle on and off. 
This option lets you move forward and backward by single days, instead of full weeks. 
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Day View 

The Day View resembles the Multi-Day View, with a time-grid columnar format and a split window, 
but it displays one day only. The Day View is a separate window from the Month, Week, or Multi-Day 
View; you can have the Day View open at the same time that you have one of the other views open, and 
arrange the two windows on your screen so that you can use them simultaneously. Overlapping 
Appointments are also tiled in this view so you can spot conflicts easily. 



Double-click an 
Event to display 
its Event Info 
dialog box — 



Drag an 

appointment up 
or down to change 
its start or end 
times 



Drag an 
Appointment to 
the All Day area 
to change it to a 
To- Do 
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Drag an Event from the All Day area to 

the time area to change it to an Appointment 
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Drag to resize 
the To-Do List area 



Zoom commands in Multi-Day and Day View 

The Zoom In and Zoom Out commands in the View menu are available only in the Multi-Day and Day 
Views. These commands allow you to see the time displayed in increments other than the default 15 
minutes. Each command has five levels of magnification. Choosing Zoom In magnifies the time grid 
and allows you to read or create Appointments that start or end at smaller time increments. With the 
Zoom Out command you can go back to the preset 15-minute increment scale, or zoom out one more 
level to 30-minute increments. 

Year View 

The Year View provides an overview of a given year; it does not display any Event types. You can select 
a month number using the number keys (1-12), move between months using the arrow keys, and open 
the Month View by double-clicking the desired month, or selecting a month and pressing Return or 
Enter. 
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Mini-Month Calendars 



Mini-Month Calendars can be displayed in the following views: Month, Week, and Multi-Day. This 
allows you to see forward or backward to different months without leaving the selected calendar view. 
Click the arrows above the calendars to rotate through the months. Drag the resize bars to change the 
number of months being viewed (from one to four). 



Click to change months 



Click to show or hide the Mini-Month 
and To- Do List area 
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Drag to change the number of Mini-Months 
displayed and reduce or enlarge the size 
of the To-Do List area 
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To- Do List 



The To-Do List is available as a split window in all views except the List View and the Year View. To see 
the To-Do List, just click the button at the right end of the Toolbar. The To-Do List opens and displays 
the To-Dos and Calls for the current day. 



Click the checkbox to change 
the status of To-Dos and Calls 
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| — Dated To Dos and Calls 

Undated To Dos 
| — Done To Dos and Calls 



All Calendar Layouts and other view-related settings (Event text size, Word Wrap, etc.) apply to the To- 
Do List as well. 

The To-Do List displays To-Dos and Calls in three groups: dated To-Dos and Calls for the currently- 
displayed day, Undated To-Dos, and any Done To-Dos and Calls that were completed on the currently- 
displayed day. The first two groups are sorted by Priority, Time (if any) and Title. The last group is 
sorted by the date and time that items were marked as Done, then by their titles. 



Changing the status of To-Dos and Calls 

Change the Done/Not Done status of To-Dos and Calls in the To-Do List by clicking the checkbox that 
appears next to each one. When a To-Do or Call is Not Done, the checkbox is blank; click the checkbox 
once to mark the item as In Progress (a single line appears in the box); click it again to mark the item as 
Done (a checkmark appears in the box). When you mark an item as Done, it moves to the bottom 
section of the To-Do List. 



Tip: Option-click (Alt-click) to mark a To-Do or Call as Done immediately instead of clicking it twice. If you 
inadvertently mark a To-Do or Call as Done, simply click the box again to remove the checkmark. The will be 
moved back into the Not Done area of the To-Do List. 



Modifying To-Dos and Calls by Dragging 

Change the Priority of an item in the To-Do List by dragging it to a new location in the list. To make an 
item a higher priority, drag it higher in the list; to make it a lower priority, drag it lower in the list. 

• Dragging a dated To-Do or Call into the Undated section of the To-Do List changes it to an Undated 
To-Do, and vice versa. Dragging a To-Do, Call, or Undated To-Do into the Done section marks it as 
Done at the current date and time; dragging an item from the Done section into the Dated or 
Undated section changes its status accordingly. 

• Dragging an item from the To-Do List and onto a day cell (or the All Day section of the Multi-Day or 
Day View) changes its date accordingly, and if the item is an Undated To-Do, its type is changed to a 
dated To-Do as well. If the date is in the past, the item is marked Done on that day; if the date is in 
the future, the item is simply moved. 

• Dragging an Event from a calendar View into the To-Do List changes its type to either a To-Do or an 
Undated To-Do, depending on which section it is dragged to. 
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List View 



The List View displays all Event information in a columnar, text-based format. You can set up the List 
View so that only certain Event types or certain information contained in Events is displayed. 



Double-click an Event to 
display Its Event Info window 



Click arrows to change day 
Click center button to display 
the current day 




Choose a List Layout 
from the pop-up menu 

l 



Click to display the Define 
List Layouts dialog 
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Tip: If the List Layouts pop-up menu is not visible, expand the window horizontally until it is displayed. 



Customizing the List View (Define List Layouts) 

Use the Define List Layouts dialog box to create and modify List Layouts. To open it, click the Define 
List Layouts button in the List View, or choose List Layouts from the Define menu. The List Layouts 
dialog box appears. 
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When you create a new List Layout, it appears in the submenu attached to the Use List Layout option of 
the Window menu, and also in the pop-up menu found in the List View's Toolbar. 
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Creating Events 

You can create Events in the List View the same way you do in other Views. There are a few differences 
in how the Events are displayed and the ways that you change Event attributes. 

To create an Event in the List View: 

1. Choose the desired Event type from the Event menu, or click the corresponding button in 
the Toolbar. 

The new Event appears on the current day, or if the displayed time range does not include 
the current day, on the first day in the displayed range. 

You can create only those Event types that you've selected to be displayed in the current 
List Layout. 



2. Change the new Event's title by typing. 

3. Change other attributes of the Event by tabbing through the columns displayed in the List 
View and typing where desired or choosing from pop-up menus. 

4. Open the Event Info window if you want to set other attributes of the new Event. 

Open the Event Info window by selecting the Event and pressing the Enter key, or by 
double-clicking the Event. 

Sorting Events 

A very useful feature of the List View is its ability to sort Events. You can choose a primary column by 
which to sort Events, and up to three additional sub-sort columns. 

You can set Sort orders in the Define List Layouts dialog box using the numbered Sort Order menus 
provided there, or you can set Sort orders directly in the List View. The following table explains the 
ways that you can set sorting directly within the List View. 

Do this in the column 

header... To... 

Click Make the column's Event attribute the first-level, or primary 

sorting criterion. The column title is underlined and a small 
Roman numeral I appears to its upper right. 

Shift-click Make a column besides the primary sort column a second, 

third or fourth sort column. The column name is underlined 
and a small Roman numeral II, III or IV appears to its upper 
right. 

Option-click (Alt-Click) Sort the column in reverse order. A downward-pointing 

arrow appears below the column's Roman numeral. 

Option-click (Alt-Click) again Turn off reverse sorting for the column. 
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Modifying the Events in List View 

Certain columns in the List View (Priority, Category, Type, Done, and Confirm) provide pop-up menus 
for changing their corresponding Event attributes. Clicking in one of these columns causes a menu to 
pop up and display a list of options, allowing you to make changes without opening the Event Info 
window. 

You can also move and resize columns in the List View by dragging. 



Clicking in certain columns Drag a column header to a new Drag a column border to 

displays a pop-up menu location to rearrange column order resize the column 
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Navigating through Calendar Views 



All of Now Up-to-Date's views offer many ways to move between Events and days and switch views. 
Use the Toolbar buttons to switch Views. Press Tab to move to the next Event. You can also use the 
arrow keys to move between days, or use number keys to select individual days. 

Using the Previous/ Next Arrows 

All views have the Previous /Next arrows and the Today button shown below. 

Click the arrows to move forward or 
backward in the unit of time being displayed 



©C3© 



Click the center button to move 
to the current unit (day / month) 
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Navigating Using the Go to Date function 

— — i Use the Go to Date function to move to a different date in your Calendar File. To use this function, just 
click the Go to Date button in any View's Toolbar, or choose Go to Date from the View menu. 
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Click the forward/back — T 
arrows to change the 
year and/or month 

Click a date to select it — 
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Use this box to type in 
the desired date 

Click to go to the 
' current date 



Click to go to the 
selected date 



Customizing Calendar Views 



Customize how your schedule will be displayed with the Define Calendar Layouts dialog box, and by 
using commands in the View menu. 



Defining Calendar Layouts 

You can store different settings as Calendar Layouts and switch between them easily. The Define 
Calendar Layouts dialog box is where you create and modify Calendar Layouts. Click the Define 
Calendar Layouts button in any calendar view or choose Calendar Layouts from the Define menu to 
open the dialog box. 




Once you've created a Calendar Layout, it appears in the submenu attached to Use Calendar Layout in 
the Window menu. Select Layouts from this submenu to switch between them. 
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a The name of the month and days of the week, as well as the current date and time, are controlled by settings in 
your operating system. As a result, if you wish to modify the names of the months and the names of the days of 
the week in Now Up-to-Date (displaying them in French, for example), you will need to make those changes in 
the appropriate place in your operating system. 



View-specific customizing 

Several commands in the View menu let you determine the appearance of your Calendar File in a 
particular view. You can toggle each function on and off by choosing it from the View menu — if a 
checkmark appears next to the command, it's turned on; if no checkmark appears, it's turned off. Some 
of these commands are available from the Toolbar or with a keyboard shortcut. 



Choose.. 



To. 



Time Display 
Event Display 



Word Wrap 



Show Weekends 
Show Hidden 



Show Toolbar 
Scrolling View 



Specify how Appointments appear in your schedule: with no 
time; with the start time only; or with both start and end times 
in one of three formats. 

Specify whether Descriptions and Marks will be displayed 
with Events. Choose Descriptions to display the text from an 
Event's description. 

Choose Marks to display special marks attached to Events. 
These include: 

... an Event that contains a description 
= an unread Public Event 

+ a Public Event that has been created or edited offline 
the original version of a Public Event that has been edited 
offline (not visible unless Show Hidden is active) 

? an Unreconciled Public Event 

> a Public Event that was created or edited offline and is 
currently being sent to the Public Event Server after you 
have reconnected 

-i an Event with attached Contacts 

* a Meeting you are invited to 

Specify that text in Event titles and descriptions wraps to 
subsequent lines until all text is displayed. When you turn off 
Word Wrap, Event titles and descriptions are restricted to one 
line per Event. [Keyboard shortcut: CommandA (Mac) or 
(ControlA on (Win)] 

Display or hide weekends in the Month and Multi-Day 
Views. 

Display Events that you've previously hidden. To unhide an 
Event when Show Hidden is turned on, select the Event and 
choose Unhide Event from the Event menu. [Keyboard 
shortcut: Command-; (Mac) or Control-; (Win)] 

Display or hide the Toolbar in the current View. 

Turn the scrolling option on or off in the Month and Multi- 
Day Views. 
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Using Duplicate windows 

Another way to customize your Views is to choose Duplicate Window from the Window menu, which 
will create an exact duplicate of the active window. You can then set the duplicate window to another 
time period, allowing you to see two different time periods simultaneously. Each Window can display 
its own date range and its own View. Duplicate windows display the same Set and Calendar 
information. 

When you quit Now Up-to-Date, all open windows and their sizes and locations are remembered, and 
will be opened in the same orientation the next time you open your Calendar File. 
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Chapter 8 

Organizing Your Calendar 

Categories and Sets allow you to filter your calendar information so you can view or print only certain 
Events. Using Categories, you can classify related Events together in specific groups and display them in 
a distinctive style or color. With Sets, you can control which Categories are displayed in your calendar. 

Using Categories 



Every new Calendar File contains one default Personal Category and one default Standard Set. This one 
Category and Set may be sufficient for all your needs, particularly if you're not using Now Up-to-Date on 
a network. If you fill your Calendar File with lots of Events, however, you may find it quite useful to 
create multiple Categories and Sets so you view or print only certain Events at one time. 

There are two different types of Categories: Private and Public. Private Categories, which you create and 
store in your Calendar File, are not shared with other users, even if you're on a network. In contrast, 
Public Categories are stored on the Public Event Server, so that network users can share the Events 
contained in the Public Categories. For information on sharing Events and Contacts with Public 
Categories, see Chapter 15, "Using Now Up-to-Date and Contact Together on a Network." 

If you're working with a new Calendar File, any Events you've created up to now have been assigned to 
the default Personal Category. 



Creating Categories 

Create a new Category whenever you want to classify and view a related group of Events. 

To create a Category: 

1. Choose Categories from the Define menu, or press Command-Option-C (Cntrl-Alt-C). 

The Define Categories dialog box appears. Notice that =Private= appears in the Server pop- 
up menu — this indicates that any Categories that exist already, or new ones you create, are 
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Private Categories stored locally in your Calendar File (and not available on the network, if 
you're connected to one). 
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For information on creating Categories on a Public Event Server, see Chapter 15. 
Click New. 

The New Category dialog box appears. 



: 



Type a name for the Category in the Name field, and a description in the Purpose field. 
Press Tab to move between fields; typing text in the Purpose field is optional. 
Click OK. 

You're returned to the Define Categories dialog box; notice that the new Category appears 
in the Private Categories list. 

Click OK. 

You're returned to the calendar display. 



100 Organizing Your Calendar 



Modifying Categories 

It's easy to make changes to an existing Category. The Define Categories dialog box lets you modify 
information for a Category, delete a Category or move it. 



From the list, select the 
desired category 
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Click to create a New Category 

Click to delete a Category 

Click to move a Category to 
a different Public Event Server 

Click to change the name or 
description of a Category 



Assigning Events to Categories 

Assigning an Event to a Category is quite straightforward. Open the Event Info window and choose the 
desired Category from the pop-up menu. 

You can set different colors and text styles for individual Categories, so that Event titles will appear 
differently in the calendar display according to which Category they belong to. See "Setting styles and 
colors for Categories" on page 104 for more information. 



Using Sets 



Sets offer additional flexibility in dealing with Categories. You can subscribe to different Categories 
(include them for viewing) in different Sets. This allows you to establish several displays, each with a 
particular purpose. For example, in your "Standard Set" you might include all available Categories; this 
Set would display all of your Events. Another Set called "Work Set" might include only those 
Categories that relate to your work. When you want to see all of your Events, you would select the 
"Standard Set." When you want to see only your work-related Events, you would select your "Work 
Set." 

All existing Sets are listed at the bottom of the View menu. You can switch between Sets by choosing 
them from this menu, or by pressing the keyboard shortcuts shown next to their names. When you 
switch Sets, you'll see a difference in the Events displayed in your calendar, depending on the 
Categories subscribed to in the new Set. You can create up to 31 Sets. Deleting a Set does not delete any 
Categories or Events. 

The Sets feature also allows you to specify which Categories you want to receive Reminders from. If 
you want to receive a Reminder about your 2:00 RM. meeting, make sure this Appointment is in a 
Category that you've selected to receive Reminder alerts. 

Tip: You can have the name of the currently-active Set appear in your Calendar File's title bar by selecting this 
option in the General pane of the Preferences dialog box. 
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Creating a Set 

Create a new set whenever you want to set up a new group of categories to view in your calendar. 

To create a Set: 

1. Choose Sets from the Define menu. 

The Define Sets dialog box appears. Use it to create new Sets or modify existing Sets. 



| ;ir*r * fit 



-■KurVrLj^irl ■-■ 

























I I ft+i.-h r+ ftwwwi- 1 



TD 



I IwkH, 


n 


1 










| tlHrl 


II * 


J 



Click the New button in the Define Sets dialog box. 

Or, if you want to use the same configuration as an existing set, choose the name of the set 
from the Sets pop-up menu and click the Duplicate button. 

y If you are logged on to a Now Up-to-Date Server, the Sets dialog displays the Include all 
Events that block my free time checkbox. When this checkbox is selected, you will see meet- 
ings in your calendar that you've marked as Attending, whether you subscribe to that meet- 
ing's category or not. See "Scheduling a Meeting," starting on page 128 

Type a name for your new set and click OK. 

Click OK to return to your calendar. 

Now Up-to-Date returns you to your calendar; the set that was last selected in the Define 
Sets dialog box is active. 
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Modifying a Set 

You can also use the Define Sets dialog box to change the configuration of any Set. You can add or 
remove Categories associated with a Set, you can change the color and font style of any Category and 
you can indicate the Categories for which you will set reminders. 

To modify a Set: 

1. Choose Sets from the Define menu, or press 36 - Option-S (Ctrl-Option-S). 

The Define Sets dialog box appears. 



Deft 



Choose a Set from the 
Sets pop-up menu 



Select Categories to 

include in the set 

A checkmark indicates 
that the Category is 
included in the Set. 
Click/unclick in the first 
column, or double-click 
a Category to include it 
in the Set currently 
displayed in the Sets 
pop-up menu. 




Sets reminders for the 
selected Category 

Changes the color of 
the selected Category 

Sets the text style of 
the selected Category 

Click to create a 
new Set 



These buttons affect 
the Set chosen from the 
Sets pop-up menu 



A clock indicates that the Category 
is set to display Reminders. 



These settings affect 
selected Categories 



Click to rename 
the Set 



2. Choose the name of the set to modify from the Sets pop-up menu. 

3. Double-click any category in the list to add or remove it from the Set. A checkmark to the 
left of the category name indicates that it is included in the Set. Or click in the checkmark 
column to include or remove a category from the set. 

4. Select any category in the list, then click the Receive Reminders checkbox if you want to 
receive reminders for the selected category. 

5. Select any category in the Categories in Set list box and choose any color or style settings 
that you want to apply to the category. 

6. Click OK to return to the your calendar. 



Organizing Your Calendar 103 



Setting styles and colors for Categories 

You can set the default style and color of the font for events in a category using the Define Sets dialog 
box, as described in the previous section. 

You can also use the Style and Color commands on the Event menu to override a category's style and 
color setting for a single event or to set the default style and color for a category. 

To... Do this... 

Set the style and color for a Select the event and choose the desired style and color 

single event settings from the Style and Color submenus of the event 

menu. 

Set the default style and color of Select an event from the category you want to configure, hold 
a category down the Option (Alt) key, then choose the desired style 

and color from the Event menu's Style and Color submenus. 



When you use the Define Sets dialog box to assign unique color and text styles to categories, it doesn't 
matter which set is selected; the settings apply to each category globally, no matter which set is active. 

Setting Reminder options for Categories 

When you select the Receive Reminders checkbox, you must be subscribed to the selected category or 
categories in at least one set — not necessarily the current one — in order to change the setting. 

The Receive Reminders settings control only whether or not you'll receive reminders for events in the 
selected category or categories — not what kind of reminder or when you'll receive it. You determine 
these attributes in the Event Info window. See See "Working with your Calendar," starting on page 49. 

To enable Reminders for the events in a category: 

1. Choose Sets from the Define menu, or press 36 - Option-S (Control-Option-S). 

The Define Sets dialog box appears. 

2. Select the category that you want to enable reminders for. 

3. Click the "Receive Reminders" checkbox. 

A clock icon will be displayed to the right of the set name, indicating that reminders are 
enabled for this category. Reminders will be received whether or not the category is 
included in the currently selected set, as long as that category is included in at least one set. 

You can disable reminders for individual events in the Event Info window for that event. 
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Sets and your default Category 

When you create a new event, Now Up-to-Date assigns the event to a category by default. You can 
specify the default category for each event type in the Preferences pane for the desired event (Define > 
Preferences > [choose Event type]). 

If you choose a Set that does not include the default category for each event type that you create in that 
set, this dialog box will appear each time you create a new event whose default category is not included 
in the set: 
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You can respond to the dialog box in the following ways: 
To: Do this: 



Override the default Category 
for this Event 

Select a default Category for 
this and future Events 

Avoid future appearances of 
this dialog box 



Choose a category from the pop-up menu and click Use Once. 

Choose a category from the pop-up menu and click Set 
Default. 

Use the Preferences command to change your default 
category for each event type to one that is subscribed to in the 
current set. 



Tip: To avoid frequent switching of your default category or interruption by this dialog box, it's usually easiest to 
settle on one category to assign as the default for all new events, then subscribe to that category in all of the sets 
you create. 
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Chapter 9 

Using Now Up-to-Date on a 

Network 



If you're using Now Up-to-Date on a network, you can share Events with other users through Public 
Categories stored on a Now Up-to-Date Server or a Now Contact Server. 

. m This chapter assumes that a Macintosh running a Public Event or Now Contact Server containing Public 
Categories already exists on your network. If one doesn't exist on your network, consult your network 
administrator before proceeding. If you plan on using your Macintosh as a Public Server, refer to "Mac Server 
Administration" on page 359 for details. 



Communicating with a Now Up-to-Date Server 



To view shared events and contacts, you must connect to the Now Up-to-Date Server. Connecting to a 
server is a simple process, but it requires that TCP/IP be active on your computer. Contact your Network 
Administrator for assistance. 

You can connect to a Noiv Up-to-Date Server via TCP/IP, either remotely or via a local area network. After making 
sure that your TCP/IP connection is active, simply follow the procedures below. 

Connecting Now Up-to-Date to a Now Up-to-Date Server 

Events are stored and maintained in public categories on a Now Up-to-Date Server. 
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To connect to a Now Up-to-Date Server: 

1. Choose Server Connections... from the Define menu. 



The Server Connections dialog box appears, showing the names of any Now Up-to-Date 
Servers that you've connected to previously. If this is the first time you're opening the dia- 
log box, this area is blank. 
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2. Click the Add... button. 

The TCP/IP dialog box is displayed. 
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3. Enter the Server name and TCP/IP address. 




The server's name, IP address, and port number should be supplied to you by the adminis- 
trator of the Now Up-to-Date Server. 



4. You can enter any additional information provided by your Network Administrator, such 
as Port Number, Server's time difference, and how often you wish to connect with the 
Server for updates, or you can add that information a bit later. See step 8 for details. 
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5. When you have finished entering Server connect information, click OK. 

Now Up-to-Date will attempt to establish a connection with the Now Up-to-Date Server. If 
connection was successful, the Server Connections dialog will be displayed. If there were 
problems you will receive an error message. 

If Now Up-to-Date is unable to establish a connection with the Now Up-to-Date Server, 
first verify that you have entered all of the Server information correctly (step 3 and step 4). 
Also verify that TCP/IP is active on your computer and that the Noiv Up-to-Date Server is 
available.For assistance in creating a Now Up-to-Date Server, see "Mac Server Adminis- 
tration" on page 359 . 

In the Status column for the newly added server the text "looking for server" will be dis- 
played. This status will not change until you close and reopen the Define Servers dialog 
(Define > Server Connections). When all the public Events have been downloaded to your 
Calendar, if you open this dialog the Status will read "public events up to date." 
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6. Repeat steps 2 through 4 to connect to other Now Up-to-Date Servers on your network. 

7. When you have finished adding servers, if you have additional set up to do, select each 
Server name and click the Change... button to change settings as desired. 

The TCP/IP options dialog is displayed. 
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8. Change options for the selected Server as desired. 



Choose... To... 



Server name 


Enter a different Server name. 


TCP/IP address 


Enter a different TCP/IP address for the selected Server. 


Port 


Enter a different Port number for the selected Server. 


Online 


Check this box to temporarily disconnect (go offline) from the 




Server. Uncheck the box to go back online. 


Talk to server 


Choose the time interval at which your Calendar checks the 


every... 


Now Up-to-Date Server. 




Tip: Increase the frequency to a longer time interval if you 




want to reduce network traffic. 


Server's time is 


Choose the time zone offset type (ahead or behind) and the 




number of hours to offset. 




Tip: Use this feature when you are in a different time zone 




than the Server. 



9. When you have finished setting Server options, click OK to close the TCP/IP dialog, then 
OK again to close the Server Connections dialog. 

You will be returned to the Calendar display. 

In the Month, Week or List View, the status message in the header reads "public events up 
to date" when you have successfully connected to the Now Up-to-Date Server and all of the 
public Events have been downloaded into your Calendar. (You may also notice that a Meet- 
ing menu has been added to the menu bar.) 

To update Events from the Server immediately: 

1. Choose Server Connections... from the Define menu. 

2. Click the Update Now button. 

Now Up-to-Date will connect with the Server and begin updating your Calendar with 
Public Events. 

To view these events you will need to select Public Categories for display See "Viewing 
Events from Public Categories" on page 114 for more information. 
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Changing Now Up-to-Date Server status 

You may want to disconnect temporarily from the Server to reduce network traffic. When you do this, 
your Calendar File will indicate that you are "offline." To resume communication with the Server, go 
back online. You may also permanently disconnect from a Server. 

At times you may lose your connection to a Server if someone renames or moves it. If this happens, the 
status message reads "looking for [Now Up-to-Date Server name]" constantly rather than "public 
events up to date." When you see this message, you may need to re-establish your connection. 

To change Now Up-to-Date Server status: 

1. Choose Server Connections from the Define menu. 

The Server Connections dialog box appears, listing any Now Up-to-Date Servers you've 
connected to previously. 

2. Select a Now Up-to-Date Server on the list and make the changes you want to its status: 
Click... To... 



Remove- 



Change. ., 



Update Now 



Permanently disconnect. Removing the Server connection 
also removes Public Categories and the Public Contacts they 
contain from your Calendar File. 

Change 

• Online/Offline status; 

• Name, IP Address, or Port number; 

• Update Frequency 

• Server time difference 
of the selected server. 

Force the Now Contact Server to update your Contacts now. 
This feature allows you to update Contacts before going 
offline, to ensure that you have the most up-to-date 
information. 



3. To change Online/ Offline status, Name, IP Address or Port number, or to change update 
frequency or server time difference, click the Change... button. 

The TCP/IP dialog is displayed. 

ITFfW 



Ink*™* ;ftnmyC-w*l9*w 
P.* mi Jih 



Am: :tax> 



Ttft K, yw Mli [s I T~, 



Using Now Up-to-Date on a Network 



111 



Make the desired change to Server status. 


Choose... 


To... 


Server name 


Enter a different Server name. 


TCP/IP address 


Enter a different TCP/IP address for the selected Server. 


i ort 


Enter a different Port number for the selected Server. 


Online 


Check this box to temporarily disconnect (go offline) from the 




Server. Uncheck the box to go back online. 


Talk to server 


Choose the time interval at which your Calendar checks the 


every... 


Now Up-to-Date Server. 




Tip: Increase the frequency to a longer time interval if you 




want to reduce network traffic. 


Sever's time is 


Choose the time zone offset type (ahead or behind) and the 




number of hours to offset. 




Tip: Use this feature when you are in a different time zone 




than the Server. 



5. Click OK to close the TCP/IP dialog (if you opened this dialog), then click OK again to 
close the Server Connections dialog. 

You're returned to the calendar display. 

To remove a Now Up-to-Date Server from the Servers list: 

1. Choose Server Connections from the Define menu. 

The Server Connections dialog box appears, listing any Now Up-to-Date Servers you've 
connected to. 

2. Select the Server that you wish to remove from the list. 

3. Click the Remove button. 

The Server will be removed from the list. 

4. Click OK to close the Server Connections dialog. 

If you remove the connection to the Server, the Meeting menu option is also removed from 
the Now Up-to-Date menu bar. You do not have access to group scheduling functions 
unless you are logged in to a server. 
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Editing and creating Public Events while offline 

When you disconnect from your network and open your Calendar File, you still have access to the 
Events in all Public Categories that were part of any existing Sets the last time you were connected to 
the Now Up-to-Date Server. You can edit these Events and create new ones. 

The first time that you edit or create a Public Event while offline, a dialog box will appear, indicating 
that the Now Up-to-Date Server is not responding, and asking if you want to make changes offline and 
send the edits to the Server the next time you connect. 
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When you click OK, the new or modified Event is saved in your Calendar File. If Marks is turned on in 
the Event Display submenu of the View menu, a plus sign (+) appears next to the Event, marking it as 
an edit that will be sent to the Now Up-to-Date Server the next time you're connected. Subsequent edits 
or new Events are automatically marked without interrupting you with a confirmation dialog box. 



Reconnecting to a Now Up-to-Date Server 

The updating of the Now Up-to-Date Server when you reconnect to the network is a mostly automatic 
process. If you set the Now Up-to-Date Server status to "offline" in the Server Connections dialog box 
while you were disconnected, change the status back to "online." Otherwise, simply opening your 
Calendar File after restoring your network connection starts the updating process automatically. 

If Now Up-to-Date discovers that an Event you modified while offline was also edited by someone else 
in your absence, a dialog box appears indicating that your edited version of the Event was not stored to 
the Now Up-to-Date Server, and asking if you want to save the edited Event to a Private Category 
called "Unreconciled Events." 
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You can either click Discard to delete your edited version of the Event, or click Save to place the Event in 
your Unreconciled Events Category (if this is the first time an Unreconciled Event has occurred in your 
Calendar File, the special Category is created automatically). You can then compare it to the version that 
was edited while you were offline, if you want. 
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To compare an unreconciled Event to the original Event: 

1. Select the unreconciled Event. 

An unreconciled Event is denoted by a question mark (?) in front of its title. 




You must turn on Marks in the Event Display submenu on the View menu (View > Event 
Display > Marks) in order to see the question mark. 



2. Choose Find Original from the Event menu. 

Now Up-to-Date switches the current View and highlights the original version of the Event. 
Once you've located the original Event, you can decide whether to keep it or replace it with 
your changes. 

Tip: If the Event was moved to a different Category that is not in your current Set, Now 
Up-to-Date may not be able to find it; we suggest that you switch to a Set in which you sub- 
scribe to all Categories to have the best chance of finding the original Event. 

3. Choose Find Original again to move back to the Unreconciled Event, if you wish. 
Choose Find Original to move the View back and forth between the two Events. 

If you made changes while offline to a password-protected Public Category to which you don't have 
access, you will be asked to enter the Edit Password when the edits are sent to the Server. If you don't 
know the password, you can store the edited Events to the "Unreconciled Events" Private Category. 

To find an unreconciled Event, choose Find from the Event menu, type "?" (the Mark that is attached to 
unreconciled Events) in the text field, and click Find. 




While offline, you can't modify existing Public Categories or create new ones. 



Sharing Events Using Public Categories 



Events that are assigned to Public Categories can be viewed and modified by all users (except for Events 
assigned to password-protected Public Categories). In addition, all users can create and modify Public 
Categories. 

Viewing Events from Public Categories 

To see Public Events in Now Up-to-Date, you first need to select the Public Categories whose Events 
you want to view. You do this by including Public Categories in one or more Sets. 
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To view Events from Public Categories: 

1. Choose Sets from the Define menu. 

The Define Sets dialog box appears displaying the name of each Now Up-to-Date Server 
you are connected to, along with any Public Categories it contains. 
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2. Using the Sets pop-up menu, choose the Set you want to add Public Categories to. 

Click New... or Duplicate... to create a new Set to contain Public Categories. 



3. Click to the left of a Category's name (or double-click the name) to subscribe to it in this Set. 

A checkmark appears to the left of the Category's name and a Reminder icon appears after 
it indicating that you'll receive Reminders for Events in the Category. Deselect the Receive 
Reminders checkbox if you don't want to get these Reminders. 

4. Repeat step 3 for any other Categories you want to subscribe to in the selected Set. 

We recommend that you subscribe to your default Category (specified in the Preferences 
window for each new Event type) in any Sets you create. See "Sets and your default Cate- 
* gory" on page 105 for more information. 

5. When you've finished adding Categories to the Set, click "OK." 

You're returned to the calendar display. Now Up-to-Date begins retrieving Public Events 
from the Public Categories you subscribed to. 
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Assigning Events to Public Categories 

Events that you assign to Public Categories become available to other users who are running Now Up- 
to-Date and subscribed to the same Categories. 

You assign an Event to a Public Category the same way you assign an Event to any Category — using 
either the Category pop-up menu in the Event Info window, or the pop-up menu that appears in the 
Category column of the List View. 
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The Categories listed in the menu are grouped according to the Server where they reside, divided by 
separator lines. Choose a Public Category from the menu to assign an Event to it. Other users on the 
network who subscribe to the same Public Category will have access to that Event. 

Creating and Modifying Public Categories 

It's best to create Public Categories for clear and specific scheduling topics, so that other users on the 
network can more easily identify them when choosing Categories for viewing. 

You can modify a Public Category whenever you're connected to a Now Up-to-Date Server, as long as 
you have the password. See "Password-protected Categories" on page 122 for more information. 

To create a new Public Category: 

1. Choose Categories from the Define menu. 
The Define Categories dialog box appears. 

Note that =Private= appears next to Server — this indicates that any Categories you create 
will be Private Categories and stored locally in your Calendar File, unless you change the 
selection in this menu. 
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2. 



Choose a Now Up-to-Date Server from the Server menu. 
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3. 



. j If there is a Create password set up on the public event server, you will need to enter that 
"*f password to create a new category. 

The Now Up-to-Date Server's name appears next to Server, and the Categories stored on 
the Now Up-to-Date Server appear in the Categories on Server list. 

Click New. 

The New Public Category dialog box appears. 
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4. Enter a name for the new Category in the Name field. 

5. Enter a description of the Category's purpose in the Purpose field, if desired. 

Tip: Including a description is very helpful to network users trying to decide which Catego- 
ries to subscribe to. 



6. Enter passwords as desired to add password protection. 

See "Password-protected Categories" on page 122 for more information. 

7. Click OK. 

You're returned to the Define Categories dialog box; the new Category appears in the Cate- 
gories on Server list. 

8. Click OK. 

You're returned to the calendar display. The new Public Category is automatically added to 
your current Set, and you can now assign Events to it. 
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To modify a Public Category: 

1. Choose Categories from the Define menu. 
The Define Categories dialog box appears. 

2. Choose a Now Up-to-Date Server from the Server pop-up menu. 

The Now Up-to-Date Server's name appears next to Server, and the Categories contained 
on the Now Up-to-Date Server appear in the Categories on Server list. 

3. Select the Category that you want to modify. 

4. Click the button for the modification you want to make. 



Click... To... 



Delete... 


Delete the Category and all Events stored in it. 


Move... 


Move the Category to either another Now Up-to-Date Server 




or your own Macintosh. 


Edit... 


Change the information shown for the Category. 



See "Password-protected Categories" on page 122 for more information. 



5. Click OK. 

You're returned to the calendar display. 

Public Categories and Sets 

As you start to use Public Categories, and as additional Public Categories are created on your network's 
Now Up-to-Date Server, you may find that there is more information displayed in your Calendar File 
than you want to view at one time. The Sets feature allows you to view only Events from selected 
Categories, and to "filter out" Events from other Categories. 

jf The Include all events that block my time option in the Define Sets dialog box ensures that your calendar 
displays meetings and other events which you have marked as Attending. See "Linking Contacts to Your 
Events" on page 79 for more information. 

Once you've created sets, switch between them by choosing set names from the bottom of the View 
menu. 

You can also set a different color and/ or text style for the events in each category, so that when you look 
at your calendar display, it's easier to tell which events come from which category. See "Using Sets" on 
page 101 for more information. 
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Sharing Contacts Using Public Categories 



Contacts that are assigned to Public Categories can be viewed and modified by all users (except for 
Contacts assigned to password-protected Public Categories). In addition, all users can create and 
modify Public Categories. 

Assigning Contacts to Public Categories 

Once you connect to a Now Contact Server, you can assign Contacts to Public Categories. Contacts in 
Public Categories are available to other network users who have Now Contact. 

Keywords you assign to your Contacts are not available to network users when you assign the Contacts 
to Public Categories. 

To assign a Contact to a Public Category: 

1. Open the Detail View for a Contact. 

The Category to which the Contact is assigned is in the Category pop-up menu. 

2. Open the Category pop-up menu. 

The pop-up menu lists the available Categories, which are grouped according to the Server 
where they reside and divided by separator lines. 
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3. Choose a Public Category from the Category pop-up menu. 

If the Contact has Notes or Calendar Events attached to it, a dialog box appears giving the 
option of making all attachments public, private, or leaving them unchanged. Click the 
appropriate button to proceed. (Any Custom Fields you've defined for the Contact are pub- 
lic.) 

The name of the Category you chose appears next to Category. 

4. Save the Category setting by pressing the Enter key or closing the Detail View. 

The Contact is now stored on the Now Contact Server as well as in your Contact File, and is 
available to any networked users who subscribe to that Public Category. 

To assign multiple private Contacts to a Public Category, select them in the List View and then choose 
Assign Category from the Contact menu. 

m Color and text style settings for individual Categories are personal only; they don't affect how your Public 
fjjr Contacts appear in other users' Contact Files. 
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Moving Public Contacts 

You can assign a Public Contact to a local Category, but doing so moves the Contact from the Server to 
your private Contact File and makes it inaccessible to other users. A dialog box appears when you 
reassign a Public Contact to a private Category, giving you the option of moving the Contact or copying 
it to your private Contact File. 
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Creating and Modifying Public Categories 

It's best to create Public Categories for clear and specific topics, so that other users on the network can 
more easily identify them when choosing Categories for viewing. 

There may be times when you want to modify a Public Category by changing its name or the passwords 
you've set for it, moving it to another Server, or deleting it. You can modify a Public Category whenever 
you're connected to a Now Contact Server, as long as you have the password. See "Password-protected 
Categories" later in this chapter for more details. 

To create a new Public Category: 

1. Choose Categories from the Define menu. 

The Define Categories dialog box appears. Local is chosen in the Location pop-up menu — 
this indicates that any Categories you create will be Private Categories stored locally in 
your Contact File, unless you change the selection in this menu. 

2. Choose a Now Contact Server from the Location pop-up menu. 





J 













The Now Contact Server's name now appears next to Location:, and the Categories con- 
tained on the Now Contact Server appear in the Categories list. 
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3. Click New. 

The Category Info dialog box appears. 



You'll be prompted for a password to create a Category on the selected Server if the person in 
charge of the Now Contact Server has assigned a password for this function. 



Enter a name for the new Category in the Name field, and, if desired, a description of the 
Category's purpose in the Description field. 
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Tip: Including a description is very helpful to network users trying to decide which catego- 
ries to subscribe to, or to indicate who is responsible for managing the category. 



5. Type passwords as desired to add password protection. 

See "Password-protected Categories" on page 122 for more information. 

6. Click OK. 

You're returned to the Define Categories dialog box; notice that the new category appears in 
the categories list along with any previously created categories. 

7. Click OK. 

You're returned to your current contact file. 
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Password-protected Categories 

A public category can be password-protected in order to prevent network users from changing or 
deleting events or contacts, or from deleting the category and its contents. You cannot modify an event 
or contact that belongs to a password-protected public category unless you have the password. 

When creating a password-protected category in Now Up-to-Date, the following password options 
appear in the New Category and Category Info dialogs: 

This password... Must be entered to- 

Read See any events in the category. Read-protected public 

categories are indicated by £^ 

Write or Edit Change or delete existing events in the category. Write- and 

edit-protected public categories are indicated by 

Owner Create new events; archive, move or delete the category; 

change its name or passwords. 
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Chapter 10 

Scheduling Meetings 



Meeting Scheduling 



To schedule meetings, you need to configure your calendar file for scheduling. This is a one-time setup 
(unless you need to change your settings later). 

Group Scheduling Requirements 

In order for you to use the meeting scheduling features, the following conditions must exist: 

• Your network administrator must install the Now Up-to-Date Server software on a computer and 
then configure the categories, users, rooms, and resources on the Server so that these items are 
available for scheduling. 

• You, along with all those you want to invite to a meeting, must be connected to the same Now Up-to- 
Date Server. 

• You must make yourself available for Group Scheduling by logging in with your user name. 

• You must include at least one public category in your current set. 

• You must select users, rooms and resources listed on the Now Up-to-Date Server and add them to 
your calendar file for your use in scheduling meetings. 

Basic setup 

9 Tip: Noiv Up-to-Date makes it easy for individual users to get ready for group scheduling by guiding them 
through the Group Scheduling setup process. 

To use this feature, just click the [^jrij^ button on the Toolbar, or choose New Meeting from the Meeting menu. 

To set up your Calendar File for Group Scheduling: 

1. Connect to the Now Up-to-Date Serverthat's been set up for Group Scheduling, if you 
haven't done so already. 

Choose Server Connections from the Define menu and add the Server. See "Connecting Now 
Up-to-Date to a Now Up-to-Date Server" on page 107 for more information. 
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2. Choose Login from the Meeting menu. 
The Login dialog appears. 
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3. Highlight your name in the list and click OK. 

Select your name from the list identifies you on the network as a participant in Group 
Scheduling. Once you click "OK," your name will appear at the bottom of the Meeting 
menu, confirming your identification in Group Scheduling. If your name isn't in the list, 
contact your network administrator. 

jp If prompted, enter the password your network administrator has given you. You can change 
the password by choosing Set Password from the Meeting menu. 

4. Choose Sets from the Define menu. 
The Define Sets dialog opens. 
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5. 



Subscribe to at least one public category in the current set. 



Double-click the Category's name to subscribe to it; a checkmark appears to the left of the 
name. 



The "Include all Events thai block my free time" option ensures meetings and other events 
you have marked as "Attending" will appear in your Calendar — even events assigned to 
Categories that you aren't subscribed to in any set, or on Now Up-to-Date Servers that you 
haven't connected to yet. This allows you to subscribe to fewer Categories, while still keep- 
ing abreast of meetings that affect you. This option is turned on by default when you create 
a set that contains at least one public category. 

6. Click OK. 

7. Choose Users & Resources from the Meeting menu. 
The Users & Resources dialog opens. 
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8. Add any users, rooms and resources that you might want to include in a future meeting. 

The items you add here become available in your calendar file for Group Scheduling, even 
when you're disconnected from the network. 

Tip: Choose only the resources that you'll regularly need for scheduling meetings. 



9. Click OK. 

Group Scheduling setup is complete; you're now ready to begin scheduling meetings. 

Advanced Setup 

Use the following procedures to define password protection, set time block availability, and set up 
groups of people, rooms and resources. 

Defining Password protection 

Password-protect access to your user name to prevent others on the network from logging in as you. If 
you don't have a password assigned yet and you want to create one, choose Set Password from the 
Meeting menu. 

To remove the password protection, choose Set Password and then delete your password from the 
dialog. You'll be prompted to enter your old password once more to confirm the change, and then 
password protection will be turned off. 



? 
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Setting your Availability 

Your Appointments appear as "busy time" during which others shouldn't schedule conflicting meetings 
that include you. Banners, Holidays, and Special events will block out entire days of "busy time" for 
you, when the Blocks My Time option is selected in the Event Info window for those events. 

Use the Availability settings to provide additional meeting availability information, such as your 
normal lunchtime, and time that you want to reserve during the day for non-meeting activities. 

To modify your meeting availability, choose Availability from the Meeting menu. Modify your 
availability with the options on the Availability dialog. 



Set hours of 
availability for 
the selected days 

Click to Select or 
Deselect days of 
the week 



Choose the number 
of personal time 
blocks to be 
reserved for you - 

Choose the duration 
of the personal time 
blocks 
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Click to make lunch 
time unavailable 



Set lunch time 



The Reserve personal time option specifies blocks of time in your day when you're unavailable for 
meetings even if you have no actual appointments scheduled. 

Tip: If you prefer to have blocks of reserved time scheduled at specific times instead of letting Now Up-to-Date 

? place them wherever available, create repeating time-specific appointments for the period(s) of time you want to 
set aside. 

Setting up Groups 

Use the Groups function to identify a group of people — or any combination of people, rooms and 
resources — that you can invite to a meeting with one selection. When setting up a meeting, selecting the 
Group's icon invites all the people and places you've specified. 

To create or modify Groups, choose Groups from the Meeting menu. The Groups dialog opens. 

m- If you're choosing the Groups command for the first time, Now Up-to-Date asks you to name the first new 
*f Group. Once you've done so, the dialog opens directly. 
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Scheduling a Meeting 



<3> 



There are two different ways to schedule Meetings. Use Auto-Pick to let Now Up-to-Date find the best 
time to meet on a particular day. Or, use Group View to specify the exact time you want to hold the 
Meeting. 

Meetings you create while offline don't block out time on any users' schedules until you connect to the Server 
again. 



To schedule a Meeting using Auto-Pick: 

1. Choose New Meeting from the Event menu, or press the 
Date Toolbar. 



button on the Now Up-to- 



The Schedule Meeting dialog opens. 

Select the users, groups, rooms, and/ or resources to include in the meeting. 

Drag the desired items from the list on the left to the "Req:" list on the right. To deselect an 
item, drag it back to the first list. To inform a user that the Meeting will take place but not 
invite that user, drag the user's name to the "Opt:" list. Drag rooms and /or resources 
directly to the "Req:" area to reserve 
them. 
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When you drag a group to the "Req:" list, all of the items it contains appear separately. 
Also, when you drag a group to the "Opt:" list, any rooms or resources it contains are auto- 
matically omitted from the list. 
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3. 



Click Auto-Pick. 



Now Up-to-Date checks the schedules of invited users and resources and displays the 
Auto-Pick dialog with available meeting times. 



Click to open 
the Date and 
Time picker 



Click to move 
forward or — rj 
back a day 
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Choose Meeting 
duration 



Click a time 
and location 
to select it 



The available meeting times are shown with durations corresponding to the default dura- 
tion specified in your New Meeting Preferences. 

Select the time when you want the meeting to take place and click OK. 
You're returned to the Schedule meeting dialog. 
Click OK. 

The dialog closes, and you see the Event Info window for your new meeting. 

Fill in any necessary information for the meeting and press the Enter key to confirm the 
new event. 

The meeting now appears on your calendar, and everyone in the "Req:" and "Opt:" lists 
receives notification of the new meeting. 
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To schedule a Meeting using Group View: 

1. Choose New Meeting from the Event menu, or click the 
Date Toolbar. 



button on the Now Up-to- 



The Schedule Meeting dialog opens. 

2. Select the users, groups, rooms, and/ or resources to include in the meeting. 

3. Click Group View. 

Any users you've placed in the "Opt:" list appear in italics at the bottom of the list. 
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The highlighted time is shown with a duration corresponding to the default duration speci- 
fied in your New Meeting Preferences. 

4. Click in a column to select the time you want the Meeting to take place and click OK. 
You're returned to the Schedule Meeting dialog. 

5. Click OK. 

The dialog closes, and you see the Event Info window for your new meeting. 

6. Fill in any necessary information for the meeting and press the Enter key to confirm the 
new event. 

The meeting now appears in your Calendar File, and everyone in the "Req:" and "Opt:" 
lists receives notification of the new meeting. 
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Handling conflicts in Group Scheduling 

Now Up-to-Date checks for conflicts in the schedules of users you've placed in the "Invite:" list only — 
not users whose attendance is optional. When conflicts occur, you'll see the dialog below. 



When you see this alert, you can choose to: 

• Open the Group View dialog so you can find a non-conflicting time yourself; 

• Open the Auto-Pick dialog to let Now Up-to-Date find a non-conflicting time automatically; 

• Book the meeting at the time you originally specified, even though some attendees may not be able 
to attend the meeting because of schedule conflicts. 

Viewing and responding to Meeting Notices 

When another user on your network schedules a meeting and lists you as an attendee, you'll be notified 
in Now Up-to-Date with two visual cues. The Meeting Notices button in the Toolbar changes, and the 
right side of the header area displays a text message telling you to "check Meeting notices." 



Click to open the 
Meeting Notices 
dialog box 
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-Click to dismiss 
this dialog box 



Tip: You can also set different notification options. See "Meeting Preferences" on page 135 for more information. 



You are notified of any new meeting to which you're invited, regardless of whether you are subscribed 
to the public category in which the meeting is stored. 
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To respond to a Meeting Notice: 

1. Click the Meeting Notices button in the Toolbar to open the Meeting Notices dialog. 
You can also choose Open Meeting Notices from the Meeting menu. 
The Meeting Notices dialog opens. 
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2. Check the information displayed for each meeting in this dialog. 

The Status column displays Unconfirmed, if you haven't indicated whether you'll attend or 
decline, or Rescheduled, if the meeting was moved to another date, time or location. 

The Req/ Opt column indicates whether your attendance at the meeting is Required or 
Optional (for your information only). 

Meetings that are repeating events appear only once in the Meeting Notices dialog. Accept- 
ing an invitation to a repeating meeting marks you as Attending for all meetings in the 
repeating series. 
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3. Act on any meetings appearing in the dialog as desired. 

Click Meeting Info to see the information that you'd see if you opened the Event Info win- 
dow for the meeting. 
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Click OK. 

You're returned to the calendar display. 



Proxies 



A Proxy is someone who is selected by one user to act on his/her behalf in scheduling meetings and 
accepting/ declining invitations to meetings. 

A Proxy raw: 

• Create new meetings on behalf of the proxied user and include attendees, Conference Rooms and 
Resources. 

• View the proxied user's schedule commitments and meeting notices. 

• Accept and decline invitations to meetings. 
A Proxy cannot: 

• Read, modify, create or delete the proxied user's Private events (they do appear when the Proxy 
selects the "Include all Events that block my free time" option in the Define Sets dialog, but only as 
time blocks with the generic title "Private Meeting**). 

• Change the user's Log-In password. 

• Modify the user's Meeting Availability settings. 
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Selecting a Proxy for yourself 

To select a Proxy, choose Proxies from the Meeting menu. In the Choose Proxies dialog, select one or 
more names — a checkmark appears in front of any names you select — and then click OK. 
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Once you've selected a Proxy, your name appears at the bottom of the Meeting menu in the Proxy's 
Calendar File. Your Proxy chooses your name from the Meeting menu to schedule meetings and accept 
or decline invitations to meetings on your behalf. 

Acting as a Proxy for another user 

When you act as another user's Proxy, the user's name appears at the bottom of the Meeting menu 
below your name. Choose that name from the menu so that it's checked instead of yours. Your Calendar 
File automatically changes to display the proxied user's schedule. 

In the calendar display, some meeting titles appear in brackets, and no detailed information is available 
for them. To view or edit information for such a meeting, open the Define Sets dialog and add the 
Category, or you will not be able to see complete meeting information. Attend or Decline meetings in 
the calendar display by opening the Event Info window and choosing the desired option from the 
Meeting Confirmation menu. 

To respond to new meetings, choose Open Meeting Notices from the Meeting menu. You can accept or 
decline in this dialog. 

To schedule a new meeting, choose Schedule Meeting from the Meeting menu. New meetings you 
create while acting as a Proxy automatically include the proxied user as an attendee and show that 
user's name as the last person to modify the event. 

nri Choose Print from the File menu, or click the Print button on the Toolbar to print the proxied user's 
C§J schedule. 

& When a Proxy creates a meeting for a proxied user, both the Proxy and the proxied user (as well as the attending 
users) will receive reminders. Remember that Reminders will only work if QuickDay is enabled. See "Using 
QuickDay for Macintosh" on page 275 for more information. See "Using QuickDay for Windows" on page 305 
for more information. 
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Acting as a Proxy for a Room or Resource 

It's useful for someone in your workgroup to function as a Proxy for the Rooms and Resources that are 
available for Group Scheduling, so that they can view or print a calendar display that shows only the 
meetings involving a specific room or resource. Rooms and resources always automatically attend 
meetings that they're included in. As a proxy for a room or resource you can create new meetings if you 
wish. 

If you are set up as a proxy for a room or resource, choose the item's name from the bottom of the 
Meeting menu. The name of the room or resource you're proxying for appears in the title bar of your 
calendar window and your calendar displays the schedule for the room or resource, and nothing else. 

Meeting Preferences 

To set your preferences for meetings, choose New Meetings from the Preferences submenu in the Define 
menu. In this pane you can set defaults for new meetings and meeting notification. 
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Use this option... 


To specify... 


Category 


The default public category for meetings you create. 


Priority 


The default Priority level for meetings you create. 


Start time and Duration 


The default start time to schedule new meetings, and the 




default duration. 


Remind 


How you want to receive a reminder through QuickDay. 


New Meeting notification 


The form of alert you want to receive when someone invites 




you to a meeting. 


Meeting notification sound 


The sound that will accompany the alert you receive when 




someone invites you to a meeting. 


Auto-Pick interval 


The interval of meeting times suggested in Auto-Pick. 
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Use this option.. 



To specify.. 



Always attend Meetings I Whether or not you should be shown as attending meetings 

create you create. 

If you want your private and public meetings to appear as 
unavailable time to other users on the network and/or to 
your Proxy, be sure that you're entered as attending them, 
and that this last checkbox is selected. 
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Chapter 11 

Printing Calendars 



Now Up-to-Date lets you print your Calendar File to fit your specific needs. You can print on the 
standard paper size that you normally use in your printer, or you can print in page sizes that fit many 
popular appointment books such as Day-Timer®, DayRunner®, Franklin-Covey Planner®, and FiloFax®. 
You can also print your Calendar File to one of three wall chart sizes for public posting. 

The Now Up-to-Date printing functions are compatible with the standard printer drivers, and support 
PostScript printers. 



Printing your Calendar 



There are many different possibilities for printing your Calendar File. Depending on your needs and 
preferences, you might choose very basic printing formats and page sizes, or you might take the time to 
customize your print settings carefully and precisely. The following is a basic overview of how to proceed 
when printing your Calendar File. 

To print your Calendar File: 

1. Open the calendar View that you want to print. 

Select from the Month, Week, Multi-Day Day, Year or List Views. 

2. Modify the appearance of the current View, if necessary, for the desired output. 

3. Choose Print Options from the File menu. 




In OS X, click OK to dismiss the Page Setup dialog to open the Print Options dialog. 



The Print Options dialog box is displayed. See "Setting printing options" on page 140 for more 
information. 

4. Choose the desired View to print from the View: pop-up menu. 

The current View is selected by default. The preview graphic in the dialog box changes to 
reflect your selection. 
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5. 
6. 

7. 

8. 
9. 

10. 

11. 

12. 
13. 

14. 



Choose the desired page format from the Format: pop-up menu. 

The preview graphic in the dialog box changes to reflect your selection. 

Choose a different Event font and size from that of the current Calendar Layout or List 
Layout, if desired. 

Make your selections from the Event Font: and Event Size: pop-up menus. 

Set the time range for printing, if you're printing a time-based format. 

If you're printing the Multi-Day or Day View, choose a starting time and an ending time 
from the two Hour Range to Print: pop-up menus. 

If you chose an appointment book page size in step 5, make any changes desired to the 
appointment book settings in the bottom portion of the dialog box. 

Set the other options in the dialog box as desired. 

For instance: 

• Select the appropriate checkboxes to determine whether standard headers and/ or custom 
headers and footers are printed. 

• Click Headers if you want to create or modify custom headers and footers for your 
printed output. 

Click Print. 

The Print dialog box appears. Your format, page size, and page orientation selections are 
reflected here. 

Specify the beginning of the period to print by typing a date in the appropriate fields. 

The text will read Month Starting:, Week Starting:, or Starting Date: depending on the View 
you selected. 

Specify the number of months, weeks, or days to print. 
Type a number in the [Period]s to Print: field. 
Select other options as desired. 

Click Headers or Print Options to change options in those areas, or select the Print to PICT 
File checkbox. Select Manual Feed if you're printing double-sided output. 

Click Print. 

Your Calendar File is printed. If you're printing an appointment book with double-sided 
page output, a series of dialog boxes will appear prompting you to reinsert your pages into 



to-Date remembers the settings you enter for the print job, so that you can simply choose Print from the 
i the next time you want to print the same output (though the Period to Print area will always reflect 



the printer. 




date). 
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Tip - Mac Only: To open the Now Up-to-Date printing options from the Print dialog, first choose Print or click 
the Print button. Prom the Print dialog, choose Now Up-to-Date from the pop-up menu,. On the next screen that 
is displayed, click the Print Options... button. The Now Up-to-Date Print Options will be displayed. See 
"Setting printing options" on page 140 for more information. 
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Setting printing options 

To configure your printing options: 

1. Choose Print Options from the File menu. 
The Print Options dialog box appears. 



M aC OS X Pri lit Opti OnS Choose a view to print 

Choose a printing format 



Select general 
print options 



Select 

appointment 
book options 



to r 



Print preview 
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Click to create Click to create 
custom headers custom margins 



Click to save settings and 
open the Print dialog 



Win XP Print Options 
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Click to create 
custom headers 



Click to create 
custom margins 



Click to save settings and 
open the Print dialog 
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Not all of the Print Options dialog box components shown are available for every type of printing. 

You can print any of the calendar Views that are available in your Calendar File. Just set up any 
Calendar Layout or List View Layout you like, then print exactly what appears on screen. 

Any of the printing formats can be printed to the page size of your choice. Now Up-to-Date prints on 
standard paper sizes such as Letter (8.5" x 11"), Legal (8.5" x 14"), and A4 (21 cm. x 29.5 cm.). Select the 
desired paper size using the Page Setup command in the File menu. 



Use this option. 



To... 



View 



Format 



General printing options 
Appointment book options 



Select a view for printing. Choose from Views as they appear 
on your screen, or Current Event, which prints information 
for the currently selected Event. 

Control the format of the printed page on the page size of 
your choice. Choose from one, two, and four per page; wall 
chart; or an appointment book size. Appointment book size 
formats offer additional formats, described below. 

Control various additional formatting options. 

Control appointment book printing when you've selected one 
of the appointment book sizes from the Format: pop-up 



Appointment book printing 

Now Up-to-Date includes several page size options that let you print the selected View to pages that fit 
your paper appointment book. Now Up-to-Date supports the following appointment book sizes: 



Day Timer Sr. Desk, Jr. Desk, Sr. Pocket, and Jr. Pocket 
Day Runner Classic, Entrepreneur, Running Mate 
Franklin Classic, Monarch, and Compact 
FiloFax 



Appointment book options 

Options specific to appointment book printing are available when you've selected one of the 
appointment book sizes from the Format: pop-up menu. These options appear at the bottom of the Print 
Options dialog box. 

Choose... To... 



Cut/Punch Guides 


Set cutting guidelines and hole punch guides. 


Page Output 


Determine the order in which pages are printed. 


Print Across Two Pages 


Print the selected View across two appointment book pages. 


Prompt for Page Flips 


Specify that a dialog box will prompt you to flip the printed 




page and reinsert it each time a page has been printed. 
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Choose- 



To.. 



Holes on Outside Print the hole orientation that matches the paper you're using. 

Select Outside when you're printing on plain paper, since you 
can use it to simulate double-sided printing with the Folding 
Pages setting in the Page Output: pop-up menu. It offers a 
larger print area since the holes are in the margins. 

Holes on Left Print the hole orientation that matches the paper you're using. 

For sheets with pre-punched holes on the left of each page, 
select Left. 



Page Output options 

The options in the Page Output: pop-up menu determine how each page is placed, and the order in 
which pages are printed. These options are listed in the following table. 



Choosing. 



Produces this.. 



Double-Sided 



True double-sided output that requires turning over each printed sheet 
and re-feeding it into the printer. See "Printing double-sided output 
easily" later in this chapter for more information on this feature. 

j When you choose this feature select Manual Feed in the Print dialog 
*'f box. A dialog box prompts you to turn the sheet over and reinsert it 



into the printer. (Mac OS 8.6-9.X Users will need to turn off 
Background Printing in the Chooser) 
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Choosing... 



Produces this... 



Folding Pages 



Simulated double-sided printing for use with the appointment book 
page sizes available in the Format: pop-up menu. Pages are printed two 
at a time, with hole punch guides appearing in the outside margins of 
the full sheet printed. When the two pages that appear on a sheet are 
folded down their middle guideline, the hole punch guides meet and 
can be punched once. The result is one simulated double-sided page 
that is actually two sheets thick 




Week View printed Across Two Pages on Folding Pages 
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Choosing... 



Produces this... 



Single-Sided (Reversed) 



Prints the pages with hole punch guides in the outside margins of the 
full printed sheet. When the two pages are cut out and placed in an 
appointment book, they form a two-page spread, as shown below. 





p 






Kmr 








Week View printed Singe-Sided, Across Two Pages 



Left or Right Page Only 



Prints only left-hand or right-hand pages according to your selection, 
with hole punch guides on the left or outside. Printing the right page 
only with holes on the outside, for example, causes the output to 
appear on the left side of the printed sheet (as shown in the illustration 
below). As a result of the hole orientation, however, this is actually a 
right-hand appointment book page. 




Week View printed Right Page Only 



Printing double-sided pages easily 

You can avoid traveling back and forth between your computer and printer when printing double-sided 
output by using the following procedure. 

To set up double-sided printing(Mac OS 8.9-9.X): 

2. Open PrintMonitor. 

PrintMonitor is located in the Extensions folder in your System Folder. 

3. Choose Preferences from the PrintMonitor File menu. 
The PrintMonitor Preferences dialog box appears. 

4. Select Give no notification under When a manual feed job starts: and click OK. 
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5. Switch to Now Up-to-Date. 
PrintMonitor automatically quits. 

6. Choose Print Options from the File menu. 
The Print Options dialog box appears. 

7. Deselect the Prompt for Page Flips checkbox and click OK. 

8. Choose Print from the File menu. 
The Print dialog box appears. 

9. Select Manual Feed from the Paper Source pop-up menu. 

10. Click Print. 

11. Insert the first page for printing. 

After this page is printed, the printer's Insert Paper indicator light lets you know that you 
should flip the page and reinsert it. 

12. Reinsert the page in the printer. 
The printer prints the reverse side. 

13. Repeat steps 10 and 11 until the job is finished. 

Offsetting double-sided printing 

You can correct paper-feeding inconsistencies with your printer that sometimes cause the front and back 
of a double-sided page to be misaligned. 

To accurately align double-sided printing: 

1. Choose Print Options from the File menu. 
The Print Options dialog box appears. 

2. Choose Double-Sided from the Page Output pop-up menu. 

3. Click Margins. 

The Margins dialog box appears. 

4. Enter the distance by which you want to offset the printing in the Margins dialog box. You 
can estimate the amount to offset by holding a misaligned page up to a bright light. 

5. Click OK. 

6. Click Print to produce a test print. 

If the new test print aligns properly you should be able to continue to use the same offset 
on all of your double-sided printing. If the new test print is still slightly misaligned, you 
should repeat the steps above using a new estimate for the offset. 
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Creating custom headers and footers 

You can add custom headers and footers to your printed Calendars. Custom headers and footers can 
appear in addition to or place of the standard headers that are part of the normal Views. 

For example, you can print a calendar for the month of November showing your company's staff 
meetings with only the standard header (November 2004), the standard header and an additional 
custom header (November 2004-Company Staff Meetings), or only a custom header (Company Staff 
Meetings for November 2004). 

To configure custom Headers and Footers: 

1. Select Print Options from the File menu . 

Mac Users can also sleet Print, then choose Noiv Up-to-Date from the pop-up menu in the Print dia- 
log box and then click the Print Options button. 

The Print Options dialog appears. 

2. Select the header and footer options you want. 

Select the Standard Headers checkbox if you want the standard headers for the current 
View to appear on your printout. Select the Custom Headers and Footers checkbox if you 
want custom headers. 

3. Click Headers. 

The Headers and Footers dialog box appears. 



Position the cursor over 
over each icon 
to display the 
feature that will 
be printed 



Font, style, 
and color 
settings 
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Header and Footer 
areas 



(Type in text, or 
select text by clicking 
one or more print 
icons.) 



4. Position the cursor in the field for the Header or Footer area(s) where you want text to 
appear. 

5. Enter custom text in the field, or click one or more icons to paste special text (such as 
Calendar date range, print date, print time, etc.) in the field. 

Tip: Position the cursor over each icon to display the text that will be printed when that icon 
is selected. This text is displayed in the center of the window, just below the icon row. 

6. Click OK. 



? 
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Now Up-to-Date print settings 

1. Choose Print from the File menu or click (^5^ on trie Toolbar 
The standard Print dialog for your printer appears. 
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2. If you're using Windows, Click OK to Print. 

On a Macintosh, click the OK button to proceed to the screen below. 
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Printing problems - Macintosh 

Some third-party printer manufacturers include custom Chooser devices for use with their printers. In 
some cases, these Chooser devices (drivers) are nonstandard and have difficulty working with the 
enhanced printing available in Now Up-to-Date. If you have trouble using the settings available in Now 
Up-to-Date's Print Options dialog box with your printer, or if you notice lines missing from your 
printed output, you may need to select the Use non-enhanced printing checkbox in the General pane of 
the Preferences window. Fewer printing options will be available to you, but you should have more 
success in printing your Calendar File. 

Print Preview 

To see a Preview of your Calendar before sending it to the printer, click the Preview button on the Now 
Up-to-Date Print dialog. 
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Chapter 12 

Importing, Exporting, and 
Synchronizing Contacts 

Now Contact provides flexible ways for you to move contacts and their information into and out of your 
contact files. Additionally Now Contact can synchronize the contents of two Now Contact files. 



Importing From A Text File 



You can import contacts and their information such as addresses and telephone numbers from text files 
from other applications. Examples of such applications are spreadsheets, databases, word processors, and 
other contact manager programs. 

We recommend that you first import your information into a new, untitled contact file until you are sure 
that the data is being imported properly (into the desired fields, etc.). This way, your regular contact file is 
unaffected until you are confident that the new data will be added correctly. 

To Import Contact Data From A Text File: 

1. Export or savethe data from the other application into a tab- or comma-delimited text file. 

2. Within Now Contact, select the File Menu and choose Import and then select "From Text 
File" from the submenu. 

A standard directory dialog box appears. 
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Locate and select the file you want to import and click Open. 

Now Contact briefly displays a progress bar as it scans the Contacts in the file. The Import 
Setup dialog box appears. 



Shows the name of 
your import file 



Fields from the file 
you are importing 



Choose an import template 



irnpart Setup 



iron 'tmpunr. Dtfuc 



Shows the number of 
contacts in your import, 
file and which one you 
are currently viewing 

Click to view the 

previous or next record 

from the file you are 
importing 
Select this if your 
import file has a 
header row 
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Drag these fields to 
match the order of the 
-fields from your import 
file on the left 



Click in this area to 
-include or exclude 
a field from the import 



Click to duplicate, 
delete, rename, or 
—create a new import 
template 



Select to have imported contacts 
use the default values set in 
New Contact preferences 



Click to view the New 
Contact preferences 



Click here when you are 
ready to import the contacts 



4. Choose an import template from the Import Template pop-up menu, or create a new one for 
this operation. 

If a predefined template exists for the application that created your export file, choose it 
from the menu. If no matching template exists, create a new template by clicking New or 
Duplicate. Click OK after naming the new template. 

5. Examine the incoming contact data. 

6. Reorder, include and exclude fields as necessary. 

Compare each line of incoming data to the field it's across from. Drag destination fields on 
the right to match the incoming fields on the left. 

Click in the middle column to include or exclude fields for the import operation. 

7. Select other import options as desired. 

8. Click Import. 

When the import is complete, the imported data appears in your contact file. 
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Using special import fields 

Now Contact includes definable fields that you can configure to match incoming data. Several fields can 
be added immediately to handle contact data for which there isn't an appropriate field, or you can 
create other fields yourself. 

To define import fields: 

1. Double-click a field named "Define..." in the Import Setup dialog box. 
The Configure Special Import Field dialog appears. 



'■•aijm- 



ill 



Choose the appropriate field type from the pop-up menu. 

The options in the pop-up menu are described below. 

If an import field is already included in the current Template, the corresponding pop-up 
■ menu option is dimmed and unavailable. 



Choose this field. 



To. 



Wk/Home Address 
(2nd line) 

Notes 



Keywords 

Listing 

Category 

Append to next/ 
previous field 



Direct the second line of a two-line imported address to the 
appropriate "2nd line" import field. 

Create a Note field as a temporary storage area for 
miscellaneous import data. 

Direct Tags or imported Keywords to the Keywords field; 
New Keywords are created as needed. 

Import viewing options from contact managers that let you 
view your Contacts by "Business" or "Name." 

Assign imported category information. New Categories are 
created as needed. 

Combine the data labels with the corresponding data and put 
them in the correct fields for each Contact. 



3. Click OK. 

The field is renamed to the type you chose. 

Handling duplicate Contacts 

Now Contact doesn't automatically delete duplicate contacts. To find and merge duplicate contacts, use 
the Find Duplicates command in the Find menu. See "Finding Duplicate Contacts" on page 195 for more 
information. 
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Importing Contacts From Another Contact File 



Now Contact lets you combine two Contact Files by importing one directly into the other. See "Exporting 
Contacts to a Contact File," starting on page 153, for details on exporting the data. Use the following 
procedure to "merge" Contacts with other Contact Files. 

To import Contacts from a Contact File: 

1. Choose From Contact File from the Import submenu on the File menu. 

A standard directory dialog box appears, where you locate and select the Contact File that 
you want to import. 

2. Select the Contact File you want to import and click OK. 

The newly imported Contacts appear in the List View of the current Contact File. 

Tip: As an alternative to importing, you can transfer contacts between files by going to the the List View, 
selecting contacts, and then draging and dropping them into a different contact file's List View. 

Exporting Contact data to a text file 

Now Contact allows you to export Contact information by creating a text-only version of your Contact 
File. 

To export Contact data to a text file: 

1. Verify that all the Contacts you want to export are in the current List View. 
The Export function exports only the contents of the current List View. 

2. Choose To Text File from the Export submenu on the File menu. 

The Export Setup dialog box appears. Specify which fields to include in the export file and 
their order. 



Click fields to - 
select them 
for export 

Drag fields to 
reorder them 



Select an Export Template 
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Select to include field name labels 
in the first record in the file 

Select to create two separate field for 
an address broken into two lines 
Click to select a field delimiter 



Click to duplicate, delete, 
rename or create a new 
Export Template 



Choose an Export Template from the Export Template pop-up menu, or create a new one 
for this operation. 
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4. Reorder, include and exclude the available export fields as necessary. 

Reorder fields by dragging them to the desired position in the list. Include or exclude fields 
by clicking to the left of a field name to make the checkmark appear (include) or disappear 
(exclude). 

5. Select the other export options as desired. 

6. Click Export. 

A standard directory dialog box appears. 

7. Choose a location and name for the file, then click Save. 
The exported text file is saved in the location you specified. 

Tip: Dragging Contact data from the Detail View onto the desktop creates a text file containing the Contact's 
essential information. 

Exporting Contacts to a Contact File 

Now Contact's Export feature allows you to export selected Contacts to a separate Contact File. 

Linked Calendar Events contained in the Contacts you export are unlinked in the exported Contact File. 

To Export Contacts to a Contact File: 

1. Verify that all of the contacts you want to export are in the current List View. 

2. Choose "To Contact File" from the Export command on the File menu. 
A standard directory dialog box appears. 

3. Choose a location and type a name for the Now Contact file, then click Save. 
The exported contact file is saved in the location you specified. 

Synchronizing Contact Files 

The synchronize feature lets you quickly and easily update different copies of the same contact file so 
that they contain identical information. All changes made to the last-modified copy of the file are 
automatically applied to the other copy, including any newly attached or modified notes, documents or 
calendar events, and any alterations made to a contact — address information, company name, and so 
on. In addition, new contacts added to the file and existing contacts deleted from it are updated in the 
older copy. 

File synchronization works only with copies of the same Contact File — for instance, an original file and 
a copy you made using the "Save a copy..." command in the File menu. 

Basic synchronizing 

No contact information is lost when you synchronize files. The older, outdated information is stored in a 
new note attached to the contact. 

You may want to make a backup copy of the older version of a file before synchronizing contact 
information. 

To synchronize copies of a Contact File: 

1. Open the version of the contact file you want to synchronize. 
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2. Choose Synchronize from the File menu. 
A standard directory dialog box appears. 



3. Locate and select the copy of the same contact file and click Sync. 




The two copies of the file don't have to have the same name. The two must, however, be 
copies of the same file. 



Now Contact saves the open contact file and closes it. When synchronization is complete, 
the copy of the contact file you had open reappears. 

If contacts were changed as a result of the synchronization, only the changed contacts 
appear in the List View; if no changes were made during synchronization, all contacts 
appear in the List View. 

Synchronization changes made to contacts in Public Categories are sent to the Now Con- 
tact Server when the next scheduled update occurs. See "Organizing Your Contacts," start- 
ing on page 211, for more information. 




Viewing Synchronization Changes 

Changes made to contacts as a result of the synchronization appear in new notes attached to the 
changed contacts. This gives you access to the older information in case you want to revert to view it for 
any reason. 

To view Synchronization changes: 

1. Open the Detail View for a contact that was updated. 

A "SYNCHRONIZE FIELDS" note appears in the contact log. 

2. Double-click the SYNCHRONIZE FIELDS entry in the log. 

The note window opens. The text field indicates whether the contact in the original file (the 
first record) or the copy you chose in the directory dialog box in step 3 (the second record) 
was updated, and describes all modifications to the contact information. 

3. Close the note window. 

You're returned to the Detail View. 
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Chapter 13 

Creating a Contact File 



Now Contact 

Users of previous versions: If you are upgrading from an previous version of Now Contact, you can continue to 
use your existing Contact File. Just locate and select the file you want to use, then click Open to update it to the 
current format. An unchanged copy of the old file is saved in case you ever need to use the older version. 



Creating a Contact File 

Before you begin creating Contacts, you need to create a Contact File. 

To create a Contact File: 

1. Open Now Contact. 
A dialog box appears. 

2. Click New. 

A second directory dialog box appears. 

3. Select the location for your new Contact File. 

4. Type a name for your Contact File in the "Save Contact file as" field. 

5. Select "Make this my primary file," if desired. 

Designating the file as primary means that it will open automatically whenever you open 
Now Contact. 

6. Click Save. 

Your file is saved, and Now Contact opens. You can now begin creating Contacts. 

Setting a primary Contact File 

Make the Contact File you use most often your primary file. Your primary file opens automatically 
whenever you open Now Contact, and is the file whose selected Contacts display in the QuickContact 
pull-down menu (see "Using QuickContact for Macintosh," starting on page 281, or "Using QuickContact for 
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Windows," starting on page 295, for more information on QuickContact). Your primary Contact File also 
serves as the source for Contacts you link to Calendar Events from within Now Up-to-Date. See "Linking 
Events to your Contacts" on page 183 for more information. 
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Setting Preferences for Now Contact 



Set Now Contact's preferences to tailor it's look and feel to your work style. 



To open Preferences, select the Define menu and choose Preferences, then choose the desired preference 
pane from the sub-menu. Or simply choose Preferences, then select a preference pane from the list. 

To open Preferences in Mac OS X, Select the Now Contact menu and choose Preferences. 



Setting New Contact Preferences 

New Contact preferences provide you with control over how your new Contacts are set up when you 
create or import them. 



Select a field 
from the list 



Click to automatically Click to include new Contacts 
mark new Contacts in the QuickContact menu 
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Choose from 
these pop-up 
menus to assign 
defaults for each 
option 



Enter default text or numbers 
for the selected field 



Click Keywords to set them as 
defaults for all new Contacts 



To tailor your new contact primary address information for international contacts, choose one of the 
address formats that include the Postal field, which refers to postal codes for international addresses 
(the equivalent of U.S. ZIP codes). 

You can also specify an address format for a new Contact by choosing the appropriate command from 
the Address Format submenu of the Contact menu. This allows you to override the default format for 
specific Contacts. (The Address Format submenu is available only when you're in the Detail View.) 
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Setting Data Entry Aids Preferences 

Automatic Address Entry and Automatic Typing are configured in the Data Entry Aids pane of the 
Preferences window. 
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Select On from the pop-up menu 
to enable ALL Data Entry Aids 



Click to turn Automatic 
Address Entry on or off 
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Select the field that you 
want to set Automatic 
options for 



Choose a Phone Number 
format 

Click to turn Automatic 
Typing on or off 

Choose from these pop-up 
menus to assign defaults 
for the selected field 



All of the data entry aids, except automatic typing, are turned on by default; you can turn them all off 
by selecting the Off radio button at the top of the pane, or you can turn them off selectively using the 
checkboxes. 



m When you're defining phone formats, use the symbol # to signify the numbers entered in a Contact's phone field. 
Any other letters, numbers or symbols you type in a phone format (such as hyphens and parentheses) are treated 
literally, and are auto-entered for all phone numbers when that phone format is active. 
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Setting Copy Contact Info Preferences 

You can create multiple Contact Info Formats that are available from the Edit menu's Copy Contact Info 
submenu. Three predefined Contact Info Formats are available in every new Contact File. 



Choose a data Format that you 
want to set preferences for 
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Click to create a new 
data Format 



□ 



These buttons affect 
the Format selected 
from the Format 
pop-up menu 



Click to Include the short 
field labels with the copied 
Contact data 



Choose all the fields that 
you want to include in the 
copied Contact data 



All fields included in the 
selected Format are 
displayed here 



All of the items in the Insert pop-up menu correspond to the Contact information fields in the Detail 
View, except for the following: 



Field 



Contents 



«Listing» 

«PriAddress» 

«PriCity» 

«PriST» 

«PriZip» 

«PriCntry» 

«PriPhone» 

«FullPriAddress» 



The name (Contact or Company) that you've selected as 
Primary for a given Contact. See "Primary Fields," starting on 
page 209, for more information. 

The street address field from the address block (Work or 
Home) you've selected as Primary for a given Contact. 

The City field from the address block you've selected as 
Primary. 

The State field from the address block you've selected as 
Primary. 

The ZIP Code field from the address block you've selected as 
Primary. 

The Country field from the address block you've selected as 
Primary. 

The telephone number (Work, Home, Fax, Mobile, or any 
Custom Field defined as a telephone number) you've selected 
as Primary for a given Contact. 

All of the Primary Address fields you've assigned for a given 
Contact (PriAddress, PriCity PriST, PriZip and PriCntry). 
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Setting General Preferences 

The General preferences settings control several aspects of Now Contact's general operations. 

To set your General preferences, choose General from the Preferences submenu of the Define menu. 
The General pane of the Preferences window is displayed. 




Data formatting options 



Automatic Backup options 



Window options 



List View and Detail View 
background color options 



Data Formatting Options 



Use this pop-up menu. 



To. 



Date Stamp format 



Full Name Format 



Listing Format 



Date Format 



Time Format 



Choose the format for the Date/Time stamp in your Notes 
and Calendar Events. You can stamp the date only, the time 
only, or both the date and time (the default) in the text field of 
Notes and Events when you start the Timer or choose Date/ 
Time Stamp from the Contact menu. 

Choose to have a Contact's full name appear in the First 
Middle Last or Last, First Middle order when you insert the 
«FullName» merge field in a Copy Contact Info Format, a 
Template, a Word Processor document and so on. 

In Listings, show only the name (person or company) that 
you selected from the Listing pop-up menu in the New 
Contacts pane of the Preferences window; or, show that name 
with the unselected name (again, person or company) from 
the Listing pop-up menu, with the two separated by a 
carriage return or colon. This option is useful in the List View, 
where it can cut down on the number of fields you need to 
display. 

Choose the format for the date that appears in Date/Time 
stamps in your Notes and Calendar Events, and in the 
Modification Date/Time field in the List View. 

Choose the format for the time that appears in Date /Time 
stamps in your Notes and Calendar Events, and in the 
Modification Date/Time field in the List View. 
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Automatic Backup Options 



Select. 



To. 



Automatically save every x 
minutes 

Automatically backup data file 
after x minutes 

Keep the last x backup files 



Automatically save your Contact File. Type the desired save 
frequency in the text field. 

Create a new backup file of any currently opened Contact 
File. Enter the number of hours between backups. 

Determine how many backup files will be stored. Enter a 
number from 1 to 99. Backup files are stored in a backup 
folder in the same folder as your Contact file. The backup 
folder is named with the same name as your Contact file, and 
the extension "bu" is added. For example, if you Contact 
filename is "My Contacts" the backup folder will be named 
"My Contacts.bu" and all backup files for your My Contacts 
file will be placed in this folder. 



Window Options 



Select. 



To. 



Display Layout Name in 
Window Title 

Closing last window quits 



Show Tool Tips (Button Help 
Text) 

Background Color 



Have the name of the currently selected Layout displayed 
along with the Contact File name in the window's Title Bar. 

Quit the Now Contact application when you close the last 
open window of a Contact File. 

Display short identifying labels beneath each Toolbar button 
when you pass the pointer over the button. 

Change the background pattern in the List View and Detail 
View. 



Creating a Contact File 161 



Setting Internet Preferences 

Before you can use the Internet features in Now Up-to-Date & Contact, you need to identify your 
browser and email programs by specifying them in the Internet Preferences. If you use the Internet 
control panel or the Internet Config application, you can choose to have Contact use the Internet 
configuration it specifies. 
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Mac OS 8.6-9.X Internet Prefemces 



Email options 



Browser options 
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Windows Internet Prefernces 



Email options 



Select... 



To... 



Mailer (Mac Only) 



Select the email program that you want to use to compose 
email messages when you choose New Email. 



If you use an email program other than those listed in the 
pop-up menu, choose the Use Internet Config option instead 
to specify your email program. Now Contact will then use the 
Internet control panel or the Internet Config application to 
determine which email program to launch. 
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Select.. 



To.. 



Log email note to contacts Keep a record of when you send email to a Contact. If you 

select this option, Now Contact will record the date and time 
of each email that you send, and add it as a Note to each 
Contact it was sent to. 

Public copies the Notes to the Public Contact Server for all 
Contact users to see. Private keeps the notes in your Contact 
File only. 

Tip: To save an entire message in the related Contact, copy 
and paste the message body into the corresponding "sent 
email" note. 

Select the browser program that you want to use for Web 
Services. If you use a browser other than Netscape Navigator, 
Microsoft Internet Explorer, or America Online, choose the 
Use Internet Config option, then specify your browser using 
the Internet control panel or the Internet Config application. 

Launches the Internet Config program so you can easily set or 
change your email and/ or browser options. If Internet Config 
is not installed on your system, Now Contact will install it. 



? 



Browser (Mac Only) 



Open Internet Config.. 
(Mac Only) 



To set Finding Preferences, see "Setting Finding preferences " on page 191. 

QuickContact 

You can set preferences for QuickContact, such as where the QuickContact menu is displayed and what 
items are displayed in the Contact menu. See "Configuring QuickContact" on page 282 for more information.. 
Windows users See "Configuring QuickContact" on page 295 for more information. 
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Chapter 14 

Working With Contacts 



Now Contact makes it easy to create new Contacts, modify existing ones, and attach other information to 
them, like documents, Events, and date and time stamps. Now Contact also provides flexible options for 
finding and selecting Contacts from your Contact File. 



Creating a new Contact 



Creating a Contact is simple: just choose New Contact from the Contact menu, or click l^jJJ in either the List 
View or Detail View Toolbar. The detail view opens and displays a new contact record witn Dlank fields. See 

"Detail View," starting on page 204, for more information on Detail View. 
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Entering Contact information 

Once you've created a new contact, you can enter information into its various fields. Press Tab to move 
forward through the fields, or Shift-Tab to move backward. When you finish entering contact 
information, close the Detail View to save the new contact. 



see 



Toolbar 



Header Bar 

Click the arrows to 
move to the next or 
previous contact 



Contact information 
blocks: press Tab to 
move to the next 
field, Shift- Tab to 
the previous field. 



Comments: add 
personal text up to 
32K (about 16 pages) 
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Status bar 
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Drag bars to resize the panes 



Choose a category 
from the Categories 
pop-up menu 

Drag and drop pict, 
jpeg, bmp or gif 
images into this box 

Click to create a 
new email message 
pre-addressed to 
this recipient 

Click to go to display 
this URL in your 
default browser 



Keywords for this 
contact. Click the 
key icon to open 
the Define Keywords 
dialog. 



m You can configure how your new contacts are set up in the New Contacts pane of the Preferences window. See 
IjT "Setting New Contact Preferences," starting on page 157, for more information. 

Tip: You can open a Detail View for additional Contacts by holding down the Option /alt key while double- 
clicking each additional Contact in List View. See "Detail View" on page 204, and "List View" on page 197. 
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Using data entry aids 

AutoType™, Now Contact's set of data entry aids, makes creating new Contacts (and modifying 
existing ones) fast and simple. Automatic Address Entry and Automatic Typing scan the other Contacts 
in a Contact File and determine if they contain data that could apply to new Contacts. It works for 
numbers as well as for text. 

Automatic Address Entry and Automatic Typing are both configured in the Data Entry Aids pane of the 
Preferences window. See "Setting Data Entry Aids Preferences" on page 158 for more information. 

Tip: Drag and drop editing is available with all of the fields in the Detail View, including the Contact Log and the 
Contact information blocks. Simply select text in one field and drag it to another field. 

Tip: You can Ctrl-click in any field to get a pop-up menu of the most frequently used data for that field. For 
example, if you Control-click in the company field, a pop-up list of companies most found in your Contact list 
will be displayed, in order of most frequently used, with the number of times used in parentheses. 

To use Automatic Address Entry: 

1. Enter a company name in the Company field. 

If an existing Contact works for the same company, that Contact's work address automati- 
cally appears in the new Contact's Work Address block. If there are multiple addresses for 
that company in the Contact File, Now Contact enters the address that occurs most often 
and a small arrow ( t ) appears in the upper-right corner of the Work Address block. 

2. If the address entered in step 1 is incorrect, click the arrow in the Work Address block. 

A pop-up menu of the various addresses defined for that company in the Contact File 
appears; the number of Contacts who use each address appears in brackets next to the 
address. 

3. Choose the work address you want to use for the new Contact from the pop-up menu. 

If none of the addresses applies to the new Contact, tab into the Work Address fields and 
type over the information. 

4. Complete the other fields in the Name block as desired. 

To use Automatic Phone Entry: 

1. Enter the work telephone number for your new contact in the detail view Work field. 

When you tab into the Fax field, Now Contact automatically displays the area code and pre- 
fix from the entry in the Work field. The area code is also automatically entered in the other 
phone entry fields you've defined. You can either accept the entry and add the remainder of 
the number, or remove the automatic entry and type in the correct area code or prefix. Tab- 
bing out of the field removes the automatic entry. 

2. Accept the automatic entry, type in a new area code and prefix, or simply tab out of the 
field. 
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To use Automatic Typing: 

1. Enter information for your new contact in the Detail View fields. 

Now Contact looks for the most frequently occurring match in other contacts. 

2. Accept the automatic entry or continue typing. 

Other suggestions may appear as you type more letters, depending on the other entries in 
the contact file. To reject an entry just keep typing. 

The following table lists other options for the automatic entries that appear. 
Press... To... 

Tab Accept the entry and move to the next field. 

36- + (plus) Display the next similar entry. When you press this key 

combination, similar entries appear in the field according to 
the next alphabetical match. 

3€- - (minus) Display the previous similar entry. 

Backspace/Delete Delete the highlighted suggestion. 



Customizing Contacts 



Now Contact lets you add different types of information to a contact. You can attach Notes, Comments, 
documents and Web links; add Events such as Meetings or To-Dos; and date- and time-stamp Notes and 
Events. 



Selecting Contacts 

Select a single contact in the List View by clicking once on any of its fields; double-click a field to open 
the contact's Detail View; Option /alt -double-click other contacts to open additional Detail Views. 

To select all of the contacts in the List View, choose Select All from the Edit menu, or press 36-A (Mac) or 
Ctrl- A (Win). 

To select contacts that are all adjacent to each other (contiguous), hold down the Shift key as you click 
contacts. You can click each contact individually, click and drag to the last contact you want to select, or 
click the first contact you want to select and then Shift-click the last one. 



168 Working With Contacts 



To select Contacts that are not all adjacent to each other (non-contiguous), hold down the 36 key (Mac) 
or Ctrl key (Win) as you click Contacts. You can click Contacts individually or drag through any 
adjacent Contacts that you want to select. 
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Hold down the 
Command key _ 
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Attaching Comments to a Contact 

Using the Comments field in the Detail View, you can add personal comments for each of your 
Contacts. The information you enter in the Comments field can be up to 32K (about 16 pages) long. 

To attach Comments to a Contact: 

1. Click in the Comments field. 

You can also press the Tab key from the last entry field in the Contact information blocks to 
move to the Comments field. 

2. Enter any comments you want to make about this contact. 

The information you enter in the Comments field cannot be shared with networked Now 
Contact users. To share the information, drag the portion of the comment you want others 
to view into the Contact Log window and attach it to the contact as a Note. 

3. When you are finished typing your comment, close the Detail View. 

Attaching Notes to a Contact 

Now Contact allows you to attach Notes to each contact in your contact file; each Note can be up to 32K 
(about 16 pages) in size. Notes include a timer and date/ time stamp to help you keep track of contact 
activities, such as phone calls. 

Tip: You can create a new Note by selecting text in the Comments field or in an open text file and dragging it to 
the contact (in either the Detail or List View). 

To attach a Note to a Contact: 

1. Open the Detail View for the contact to which you want to attach a Note, or select the 
contact in the List View. 
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Choose New Note from the Contact menu, or click the New Note button on the Contact 
Toolbar. 



The Note window appears with the Title field selected. 



Click to return to 
the contact's — 
Detail view 

Click to start 
or stop timer — 
Enter a title for 
the new Note — 



Enter Note 
text here 



Click to make 
public (shown) 
or private 
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Click to display the Date/Time 
picker to choose a different 
date and/or time 



OR 



Type in new date and time 
information manually 



3. Type a descriptive title for your note in the Title field. 

If you don't enter a title, your note will be labeled "New Note" in the Contact Log. 

4. Click in the text field and type the text that you want to attach to the contact. 

5. When you're finished typing text, close the Note window. 

The new note is attached to your contact. 

Tip: To copy a Note between contacts, drag it from a Contact Log and drop it on a contact in 
the List View. 



Attaching documents to a Contact 

Now Contact lets you attach documents to a contact. Attached documents appear as entries in the Detail 
View Contact Log; double-click an entry to open the document in the application that created it. 

To attach a document to a Contact: 

1. In the List View, select the Contact to which you want to attach a document, or open its 
Detail View. 

2. Choose Attach Document from the Contact menu. 
A standard directory dialog box appears. 

3. Locate and select the document you want to attach, then click Attach. 

The document is attached to your Contact, and an entry is added to the Contact Log. 

Contact Log document entries are sorted in reverse chronological order by the date they 
were attached, so that the documents attached most recently appear at the top. Click any 
column header in the Contact Log to sort by that column. To reverse sort, Option / alt -click 
the column header. 

Tip: You can also attach a document to a contact by dragging it from the Tinder and dropping it on the contact 
(in either Detail or List View). Documents attached to a Public contact are still stored locally which means that 
they are only retrievable by the person who made the attachement. 
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Attaching Web links to a Contact 

You can attach Web page links to any contact. Web link attachments let you keep track of Web pages 
related to a Contact, and make it easy to open the corresponding pages in your Web browser. Web link 
attachments include the name of the linked page or site and its URL, or address. You attach Web page 
links by dragging them from a browser window, or by entering them directly in Now Contact. 

To drag a Web page link to a Contact (Mac Only): 

1. Make sure Now Contact is open. 

You can drag a Web link to a contact in the List View, or to the Contact Log in a contact's 
Detail View. If you drag to the List View, make sure that the contact you want to attach the 
link to is displayed. 

2. In your Web browser, select a link and drag it to the contact. 

fc m In some browsers, when you hold the mouse over a link for too long before dragging, a pop- 
*f up menu may appear. If this happens, just move the pointer off the menu and try again. 



f You can also add a Contact's URL. See "Adding URLs and Email addresses in Custom 
Fields" on page 178 for more information. 



3. In Now Contact, open the Contact's Detail View if it isn't already open. 

The Web link attachment appears in the Contact Log, along with attached notes, documents 
and events. 



0 f+) 



|5CH> 555-1 '2D 



hp! M 



\ 



\.4m 



(tit 



Km m 



m hfV tSwmm r 



H HJv llAitl 



V 



tM« *H«fii bp+niHM *p »M m v.< mi ] mtSfGri 

flKYKH 



Jk-H n4w£nn 



iwkn i4Wn- LJiln 
* Jflttf 



— 



I"" I.UII l'1il>^i 



Web Link 
icon 



4. To open the linked URL in your Web browser, double-click the attachment while holding 
down the Option / alt key. 
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To create a Web page link in Now Contact: 

1. Open the Detail View for the contact to which you want to attach a Web link. 

2. Click the New URL button in the Detail View Toolbar. 
The URL window appears. 

Tip: You can also open this window by selecting the Contact in the List View and choosing 
(2 New URL from the Contact menu (Contact > New URL). 

3. Enter a title for the Web link to make it easier for you to recognize it, then enter the web 
address in the Address field. 




4. Close the window to return to the Detail View. 

The Web link attachment appears in the Contact Log, along with attached Notes, docu- 
ments and Events. 

5. To open the linked Web page in your Web browser, Option / alt -double-click the URL 
entry in the Contact Log area of the Detail View. 

You can edit Web link attachments by double-clicking them in the Contact Log. The Edit URL dialog box 
appears, where you can change Web link attributes. 
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Creating Events for a Contact 

Now Contact provides the ability to track your interaction with your contacts by creating and logging 
calendar events. All of the calendar events you create for a contact are listed in the contact's Contact Log 
so that you can easily view your history with the contact. 

Now Contact integrates seamlessly with its companion calendar product, Now Up-to-Date. See "Linking Events 
to your Contacts," starting on page 183, for more information on how the two applications work together. 

Calendar Event types 

Now Contact provides six event types for you to choose from, each of which has a specific purpose for 
your contacts. 



Event Type Purpose 



Call 


A telephone call to be made on a specific date and time. 


Appointment 


A date- and time-specific task, such as a meeting or interview, 




that has a start time and an end time. Both the start and end 




times can be set in one-minute increments. 


To-Do 


A task to be done on a specific date and time. 


Undated To-Do 


A task that has no specific deadline and is not date-specific. 


Special 


A task that spans an entire day rather than being attached to a 




specific time on a day. 


Holiday 


Like a Special Event, only designed to represent a holiday. 



You can create calendar events by choosing the appropriate command from the New Event submenu in 
the Contact menu, or by using the event buttons in the Detail View Toolbar. (See "Detail View," starting 
on page 204, for information on Calendar Event buttons.) 



Working With Contacts 173 



To create a Calendar Event for a Contact: 

1. Open the Detail View for the contact to which you want to attach a Calendar Event. 

2. Choose the event type you want to attach from the Contact menu or Toolbar. 

The Event Info window for the event appears. You can enter information for the new event. 



Click to start the 
Timer (inserts 
date and time - 
stamps in the 
text field) 



Click to go to 

the Contact's Click to open up 
Detail View Now-Up-to-Date 



Click to link or unlink the Event 
to your primary Now-Up-to-Date 
Calendar file 
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Click to display the Date/Time 
picker to choose a different 
date or time 



OR 



Type in new date and time Change Event 
information manually type 



Click to make an 
Event public or 
private 

- Choose a status 



Enter text here 



m The Event Info window differs slightly for each event type. A To-Do window appears above 
(it contains all Event Info window components). 

~ If the option "Transfer to Now Up-to-Date when creating new events" is selected (Define > 
■yr Preferences > Now Up-to-Date) the Now Up-to-Date Event Info window will be displayed 
instead of the Now Contact Event Info window. 



3. Use the options in the Event Info window to set up the new event. 

4. Click OK. 

The event you created now appears in the Contact Log of the Detail View. Double-click an 
event in the log to open the Event Info window for that event. 
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Using the Timer and Date/ Time Stamp 

Using the Timer in your Notes and Calendar Events lets you keep track of the time it takes to perform a 
contact-related activity such as a telephone conversation. In addition, the Date/Time Stamp allows you 
to time more than one activity per Note or Event. 

To time an activity and place a date/ time stamp: 

1. Click in the text field of the Note or Event Info window. 

2. Click the Timer button in the upper-left corner of the Event Info window. 
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The current date and time are inserted at the top of the text field, whether or not it contains 
text. The Timer field begins tracking the elapsed time. 

3. To stop the Timer and place a second Date/Time Stamp in the text field, click the Timer 
button again. 

Now Contact inserts the current time to the immediate right of the previous date/ time 
stamp, followed by the elapsed time between the initial date/ time stamp and the second 
one. 

Tip: You can tell whether the timer is running or not by looking at the Timer button: a star- 
burst graphic surrounding the Timer indicates that it is running. Additionally, the elapsed 
• time field on the right side of the Event Info window will increment every second. 

You can continue to enter text in the description area while the timer is running, or even 
leave Now Contact (without closing the contact file or quitting the application) and return 
to stop the timer when the call or conversation is finished. 

Tip: You can click the Detail View window to return to the contact without stopping the 
Timer. 

4. Enter any additional text for the Note or Event, then close the window. 
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Defining Custom Fields 

Now Contact provides you with twelve Custom Fields that you can set up to hold whatever additional 
contact information you like. 
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Custom fields 1 and 2 
defined 



Custom fields 3 through 
12 not yet defined 



Custom Fields are Category-specific, meaning that a contact can have different Custom Fields available 
depending on which Category you assign it to (including the contacts in Public Categories). This allows 
you to have different Custom Fields for personal friends than you might for business associates. For 
more information on using Categories, see Chapter 18, "Organizing Your Contacts" starting on page 211. 

To define Custom Fields: 

1. Choose Custom Fields from the Define menu. 
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The Define Custom Fields dialog box opens. 



Choose a Category 
that you want to 
define Fields for 



Type a name for 
the Custom Field, 
up to 8 characters 
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' it ! 



Enter a short name 
for the Custom Field, 
up to 3 characters 



Choose a Field Type 
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Click to copy Custom Fields 
from another Category 

2. Choose a Category from the Category pop-up menu. 

3. Type the Long field name that you want to appear in the Custom Field block of the Detail 
View. Maximum number of characters in this field is 15. 

4. Type the short field name that you want to appear in all locations other than the Detail View 
(such as the List View). 

5. Select the type of field you want the Custom Field to be from the Field Type pop-up menu. 
Choose from one of five available field types. 

Held type Attributes 



Text 
Phone 

Date 

Money 

Number 



Text entry. This is the default type for all Custom Fields. 

Telephone numbers, using the format specified in the Data 
Entry Aids pane of the Preferences window. 

Date entries. Adheres to the format set for your computer in 
the Date and Time control panel. 

Monetary figures. The Money field format is $00,000,000.00 
(the dollar sign is entered automatically). 

Non-monetary figures. The Number field format is 
00,000,000.00. 



6. Click OK. 

Your Custom Field settings are saved. 
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Adding URLs and Email addresses in Custom Fields 

Now Contact provides you with two email address fields, and one World Wide Web page URL field. 
This lets you easily keep track of a contact's home page and email address. 

You can manually enter URLs or email addresses in these fields, or you can drag them from Web pages. 
Like telephone numbers, URLs and email addresses have icons at the end of their fields. When you click 
a URL icon, the corresponding Web page opens in your Web browser; when you click an email icon, 
your email application opens and creates a new message pre-addressed to that contact. 

You can create more of these kinds of fields using any Custom Field. 

To enter a URL or email address in the designated field: 

1. Open the contact's Detail View. 

2. Enter the URL or email address in the appropriate field. 

Now Contact recognizes the URL and email address format, and automatically places the 
corresponding icon at the end of the field. 
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t m Custom. Field email addresses in earlier Now Contact files are recognized as such when you 
"*f of en the files in version 4.1. The appropriate icon is added to the field(s). 

3. Click the icon at the end of the field to open the corresponding Web page (for URLs) or your 
email application (for email addresses). 

To drag a URL or email address to the appropriate field: 

1. Open the contact's Detail View. 

2. In your Web browser, select a link and drag it to the contact. 

You can drag Web page links or linked email addresses (addresses that appear in the same 
color text as page links). 

3. Drop URL links onto the URL field, drag email addresses to one of the two email fields. 

The URL or email address appears in the field. Now Contact automatically places the corre- 
sponding icon at the end of the field. 

Selecting primary Email addresses 

If you enter more than one email address for a contact, you can specify a primary address. The primary 
address you select determines how the contact's email is addressed when you're in the List View, and 
appears in the QuickContact list (if this option is selected in the QuickContact control panel). 

By default, Emaill is the primary email address. To change the primary address, just place the pointer 
over the proper address; when the pointer changes to the Primary Field Selector ( ^), click the address. 
The address you selected becomes underlined, and is now primary. 

Addressing Email from the List View 

You can select one or more contacts in the List View and create email messages for them in your email 
application. 
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I Once you've selected the contacts, just click the Send Email button in the Now Contact Toolbar, or 
choose Email from the Contact menu, or press 3€-E. Your default email application opens with a new, 
pre-addressed message for each of the contacts you selected. 



If a contact has more than one email address defined, the primary address is used; see the preceding 
section for details. 



Your default email and browser applications are can be specified in the Internet panel of the Now Contact 
Preferences. By default (that is, unless you change this option) Now Contact uses the current settings in your 
Internet Control Panel. See "Setting Internet Preferences" on page 162 for more information. 

Using Web Services to Locate Contact Information 

The Web Services feature lets you use the search capabilities of the Web and your existing contact data 
to locate email addresses, phone numbers, zip+4 codes, and street maps. Web Sevices are a set of Plug- 
in modules that reside in a Web Services folder, which is in the Now Contact folder where Now Contact 
is installed. These Plug-ins are available from a Web Services submenu of the Contact menu or from the 
Web Services button on the toolbar. 

Currently there are six Web plug-ins available: Find Email, Find Phone Number, Find a Restaurant, 
Find Weather, Find Zip+4, and Get Street Map. These plug-ins use your web browser and Internet 
connection to find additional contact information. When you select one of these services from the Web 
Services submenu or toolbar button, your web browser connects with a web page at Now Software, 
which in turn accesses other resources on the Web to locate and list information that corresponds to the 
contact that's currently selected in List or Detail View. 

Because of the large volume of users and information on the Internet, using the Web Services feature 
will usually result in a list of people that are returned as matches for the contact you selected. If 
information is available for your contact it will appear in this list of matches. You can then click on one 
of the matches to display the information you are looking for. 

Tip: Once you've located the information you're seeking in your browser, you can copy and paste it from the web 
page into Now Contact. 
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Duplicating Contacts 

Duplicate a contact when you want to create a new contact that is nearly an exact copy of an existing 
one. You can duplicate contacts from the List View or the Detail View. 

When you duplicate a contact, the original contact's Notes, Comments, attached Documents, attached Calendar 
Events and Keywords are not included. 

To Duplicate a Contact: 

1. Select the contact you want to duplicate in the List View, or open the contact's Detail View. 

2. Choose Duplicate Contact from the Edit menu. 

3. The contact is duplicated, and the duplicate version now appears in the Detail View for you 
to edit. 



Working With Contacts 179 



Deleting Contacts 

You can easily delete contacts that are no longer useful in your contact file. 

Be very careful when deleting contacts; the deletion cannot be undone. 



9 To delete a Contact: 
1. Select the contact you want to delete in the List View. 

2. Choose Delete Contact from the Edit menu, or click the Trash icon in the Toolbar. 

A dialog box appears, asking you to confirm that you want to delete the selected contact. 

3. Click OK. 



Copying Contact Information 

Use the Copy Contact Info function to copy a contact's name and address or other information into a 
different type of application. Now Contact allows you to modify the format of the information to suit 
your needs. 

Copying contact information is as simple as selecting the desired contact and using the Copy Contact 
Info command in the Edit menu. 

To Copy Contact Information: 

1. Open the Detail View for the contact whose information you want to copy, or select the 
contact in the List View. 

2. Choose the desired Copy Contact Info command from the Edit menu. Options are: Key 
Data, Business Info., and Home Info. 

Each submenu option of the Copy Contact Info 
command offers a different format for the copied 
information. You can specify which information is 
captured for each of these options. See "Setting 
Copy Contact Info Preferences," starting on page 159, 
for more information. 
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The contact information is copied. You can now switch to another application and paste the 
formatted contact information in a document. 

Tip: To copy contact info for multiple contacts, select them in List View before using the Edit > Copy Contact 
Info command. 

Tip: You can also Copy Contact Info by dragging and dropping the contact's Listing Header (in Detail View) to 
a word processor document, or to the desktop to create a clipping file. Or select one or more contacts in List View 
and drag and drop them into a word processor document or to the desktop. 



180 Working With Contacts 



Replacing text 

You can quickly replace contact information in a number of contacts, without having to open the Detail 
View for each individual contact. The Replace function is available only in the List View. 

To Replace Contact Information: 

1. In the List View, choose Replace from the Find menu. 
The Replace dialog box appears. 



Find- ilF 
QuktFliid- 
Find Afl 

FllidUbhkM 

Fhid 'SalAcitid 

Fllid {MktuhtKK 
Fllldh*KAM-{_ 

Wdu 



•••-:-•<• - 
TlFji 

". ■ i .jvi -•. 



1 



Enter the text to be Replaced 
Enter the new (replacement) text 



Click the fields you want to search 



Click to perform the replacement 



2. 



3. 



Type the text you want to replace in the Replace field. 

Enter the text as it appears in your Contacts, with the proper capitalization, punctuation 
and spelling. You must enter the entire contents of a field for a match to occur. 

Type the replacement text in the With field. 

Enter the text exactly as you want it to appear in your Contacts, with the proper capitaliza- 
tion, punctuation and spelling. 

In the scrolling list of fields, select the fields where you want to replace the text. 

To select the fields, place the pointer over the appropriate field name and click. A check- 
mark appears to the left of the fields you select. Now Contact replaces the Contact informa- 
tion only in the fields you select. 

Click Replace All. 

A dialog box appears, asking you to confirm the replacement. 
All of the text in the selected field will be replaced. 
Click OK. 



The Contact information is replaced in your Contact File. 
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Changing addresses 

When you change a Contact's address in the Detail View and other Contacts in the Contact File have the 
same address, the dialog box below appears. 
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You have the option of changing only the current Contact's address, all Contacts with that address, or 
all Contacts with the same company name. Select the appropriate radio button and click Change. 



Swapping addresses 

The Swap Addresses function swaps the Work and Home addresses in one quick step. It's also handy 
when you're dealing with Contact information you've just imported. The Swap Addresses function is 
available only in the Detail View. 

Using the Swap Address function, all of the data in all of the fields in the address pane will be swapped. 

Tip: You can also swap addresses using Drag and Drop. Simply highlight the address field that you want to 
swap, then drop it over the address field that you want to swap it with. The addresses will change places. Using 
Drag and Drop, only the address field that you highlight will be swapped. Note that only the field you select is 
changed. For example, if you Drag and Drop the Street field, the City, State and Zip fields remain unchanged. 
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Chapter 15 

Linking Events to your Contacts 

Now Contact integrates seamlessly with Now Up-to-Date, letting you share information easily and 
efficiently between the two applications. You can create new events in Now Contact and they are 
automatically added to your calendar file. 

When you create a linked Event from within Now Contact, the event information is sent to Now Contact 
and added to your primary calendar file. Similarly when you create a linked contact in Now Up-to-Date, 
the contact information is sent to Now Contact and added to your primary contact file. Once you create a 
linked Contact or Event, you can switch applications and see the linked item in the other file instantly. 

Note: If Now Up-to-Date isn't running when you create the linked event the new information is saved and added 
to your calendar file the next time you launch Now Up-to-Date. 

If you make changes to the linked event after its creation (for example, the event's time or date changes), 
the changes are recorded in both applications regardless of where they were made. 

Setting linking preferences 



Before you begin sharing information between Now Contact and Now Up-to-Date you need to specify 
the linking preferences. 

j Note: The steps below describe how to set linking preferences from within Now Contact. Folloiv the same 
procedure from within Now Up-to-Date. 
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To set linking preferences: 

1. Choose Now Up-to-Date from the Preferences submenu of the Define menu. 
The Now Up-to-Date pane of the Preferences window appears. 
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2. To link to a Now Up-to-Date file other than your primary calendar file, click the Calendar 
file button. 

A dialog appears, where you locate and select the linked calendar file. 

It's best to link the same pair of files. 

3. Locate and select the desired calendar file, then click Link. 

The file you selected is now the destination for events you create and link from within Now 
Contact. 

4. Select or deselect "Always link events to calendar file" and "Transfer to Now Up-to-Date 
when creating new events" checkboxes as desired. 

"Always link events to calendar file" automatically links every new event to the selected 
calendar file. If you don't want all events created in Now Contact to be linked to your calen- 
dar file, deselect this checkbox. 

Transfer to Now Up-to-Date when creating new events automatically transfers you to Now 
Up-to-date whenever you create a new event. 

5. Close the Preferences window. 

You're returned to your contact file. The preferences for linking with Now Up-to-Date are 
set. 
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Working with linked Events in Now Contact 



Now Contact lets you create events manually in the Detail View, or automatically when you dial a 
contact's telephone number. You can link these events so that they also appear in your Now Up-to-Date 
calendar, which lets you receive automatic updates whenever the events are modified in Now Up-to- 
Date. 
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Creating linked Events in the Detail View 

Creating linked events when using Now Contact and Now Up-to-Date together is only slightly different 
from creating unlinked events. 

Certain elements of Now Up-to-Date's Event Info window are missing from Now Contact's Event Info 
window — for instance, the Priority, Repeat and Remind settings, and some of the available event types (Banner, 
Sticky Note and so on). When you link an event to your Now Up-to-Date calendar, these settings take on the 
values you set in the Event panes of the Now Up-to-Date Preferences window. 

To create a linked Event: 

1. Open a Contact's Detail View. 

The Contact Log at the bottom of the Detail View displays any Events already attached to 
the contact; the most recent Events appear at the top of the log. 

2. Choose an event type from the New Event submenu in the Contact menu, or click one of the 
event buttons in the Toolbar. 



New Appointment 



New To-Do 



I 

New Call 



The Event Info window opens, where you enter the necessary information for the new 
event. See "Creating Events for a Contact" on page 173 for more information. 
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m If you selected the "Transfer to Now Up-to-Date when creating new events" checkbox in the 
Preferences window, Now Contact transfers you to your Now Up-to-Date calendar file 
immediately after you choose an event type. The Event Info window for the new event opens 
in Now Up-to-Date, with the new Event already linked to the original contact. See "Creat- 
ing Events" on page 51 for more information. Enter the appropriate information for the new 
event. 
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If you selected Always link events to calendar file in the Preferences window, the event is 

already linked as noted by the button's icon If you don't want this particular event to 
be linked to your calendar , click the button again. 

If the button looks like then click the Link/Unlink Event button. 

Close the Event Info window. 

You're returned to the Detail View. If your calendar file is currently open in Now Up-to- 
Date, the new event has been added. If your calendar file is not currently open, the new 
event is added the next time you open the calendar file. 

Tip: You can switch quickly to your Now Up-to-Date Calendar File by Option-double-click- 
ing a linked Event in the Contact Log — you go directly to the corresponding Event Info 
window. 



Deleting linked Events 

You can delete linked Events from either the Detail View or the Event Info window. Deleting an Event 
from Now Contact does not delete the Event itself from your Now Up-to-Date Calendar File. 

If you delete a Contact that contains linked Events, the linked Events are deleted along with it. The 
corresponding Events in your Now Up-to-Date Calendar File lose their entries for the deleted Contact, 
but the Events themselves are not deleted. 

To delete a linked Event in the Detail View: 

1. Open the Detail View for the Contact with the linked Event you want to delete. 

2. Select the Event in the Contact Log and press the Delete key. 

The Event entry is removed from the Contact Log, and the corresponding Event in Now 
Up-to-Date loses the Contact that was attached to it. 

To delete a linked Event from the Event Info window: 

1. Open the Detail View for the Contact with the linked Event you want to delete. 

2. Double-click the Event in the Contact Log. 
The Event Info window opens. 

3. Click the Link/Unlink Event button ^ . 

The button's icon changes to a broken chain ^ , and the corresponding event in Now Up- 
to-Date loses the contact that was attached to it. 

4. Close the Event Info window. 

You're returned to the contact's Detail View, where the event remains in the Contact Log. 

Tip: You can "re-link" the event at any point by clicking the Link/Unlink Event button in 
its Event Info window in Now Up-to-Date. 
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Chapter 16 

Finding Contacts 



Now Contact also provides flexible options for finding and selecting Contacts from your Contact File. 



Searching for Contacts 



Now Contact gives you a number of different ways to search and select Contacts. Using these tools you 
can quickly and easily limit the number of displayed Contacts to just the ones you want to work with, no 
matter how large your database of contacts. 



To search for contacts by.. 



Use., 



5 



Text string The QuickFilter text field, Find Contact button, Edit > Find., 

command, or press 36-F. 

Field The Find Contact button, Find > Find... command, 

or press 36-F. 

All The Find All button, or the Find > Find All command. 



Category The Find Category button, or use QuickFind. 

Keyword The Find Keyword button, or use QuickFind. 

Marked The Find > Find Marked command. 

Selected The Find > Find Selected command. 

QuickContacts The Find > QuickContacts command. 

Duplicates The Find > Duplicates... command. 



% Of 

®% of 



Tip: After finding a set of contacts using any of these commands, you can further narrow your search using 
the various tabs on the AlphaBar located beneath the Now Contact Toolbar. See "Narrowing Your Search 
Using the AlphaBar" on page 194 for more information. 
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Using the Find Command 

When you perform a search using the Find command, all matching contacts are displayed in the List 
View regardless of the Categories you've assigned them to, or the Keywords you've defined for them. 
To search for contacts based on their Categories and Keywords, use the Find Category (page 192) and 
Find Keyword (page 192) Toolbar buttons, or use QuickFind (page 192). 
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To perform a basic Find: 

1. Choose Find from the Find menu, or click the Find Contact button in the Toolbar, or press 
3€-F. 

The Find dialog box appears. 




. If the Find dialog is expanded, you can reduce it to the size shown above by clicking the 
f+ Less... button. 



2. Type the text that you want to use to find one or more contacts. 



Tip: You can also perform a search by entering the initial letters of the contact's first and last 
name, with a space in between. 



a Tip: To quickly display all contacts in your contact file, click the Find All button on the Tool- 
bar, or Option I alt -click the ALL tab on the AlphaBar. 



3. Click Find. 

Now Contact displays the contacts that were found in the List View. 

If the Detail View is active, it displays the first contact in the found list in the Detail View 
window. 



<!> 



Now Contact uses your specified default search criteria when performing a basic find. To 
change the default search criteria, see "Setting Finding preferences " on page 191. 



To perform a detailed Find: 

1. Choose Find... from the Find menu, or click the Find Contact button in the Toolbar. 
The Find dialog box appears (see previous section). 
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2. 



Click the More... button in the lower left corner of the dialog box. 



The Find dialog box expands to show additional options. 



Click to select fields 
to include in the Find. 
Click again to deselect 
the field. 
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Click to hide the 
detailed Find options 



Click to revert to the 
fields specified in the 
Finding Preferences 



Choose the criteria 
to match 



Enter the text to 
search for 



Choose search and 
display options 



In the scrolling list on the left, select the field(s) in which you want to search for the 
specified text. 

The Full Name option combines the first, middle (if specified) and last name fields. Select- 
ing this search field allows you to search for contacts simply by typing the first letters of 
their first, middle and last names, with a space in between; you may also need to choose the 
'starts with' option in step 4. 

All of the other options specify searching in a single field at a time. 

From the Comparison: pop-up menu, choose the criteria to determine how the text will be 
matched. 

Tip: To search for contacts using a particular Field (for example, all the contacts with a 

tURL), select the desired field, then choose 'contains anything' from the Comparison pop-up 
menu. 
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In the Find this: text field, enter the word or phrase that you want to use in your search. 

If you selected 'is between' from the Comparison pop-up menu in step 4, enter the appro- 
priate text in the second text field as well. 
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6. Select a Where to search: radio button to specify where Now Contact should search for the 
text. 

Contact File searches the entire contact file for matches, while Within List limits the search 
to the contacts currently displayed in the List View. Use Within List when you've already 
performed one search and you want to narrow the found list. For other ways to narrow your 
search, see "Narrowing your search using the QuickFilter text entry field" on page 195, and "Nar- 
rowing Your Search Using the AlphaBar" on page 194. 

7. Select a What to do: radio button to specify how found contacts will affect the contacts in 
the current List View. 



Select this 


To... 


option... 




Replace List 


Replace the contacts in the current List View with the found 




contacts. 


Add to List 


Add the found contacts to the contacts in the current List 




View. 


Hide from List 


Remove any contacts that match the search criteria and 




already appear in the current List View (doesn't delete the 




contacts from your contact file). 



Click Find. 

If Now Contact finds contacts that match the search criteria, the contents of the current List 
View change according to the options you set in step 7. 



Setting Finding preferences 

Now Contact lets you set your own Finding preferences so that you can always use the Find function in 
a way that's convenient to you. Use the Finding pane from the Preferences dialog box to set your 
preferences. 
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The fields you select in the Finding Preferences dialog box are the fields that Now Contact automatically 
selects when you click the Default button in the Find dialog box. 
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» If you select the Notes field, select the Ignore accents when searching notes checkbox at the bottom of the pane to 
make your search more precise by ignoring text containing diacritical marks. For example, if you're searching for 
a Note containing the word resume, Notes containing the word resume are not considered a match. 



Other Find menu commands 

In addition to the Find command, Now Contact provides several other search-related commands in the 
Find menu. 



Choose this command. 



To... 



QuickFind... 

Find All 
Find Marked 
Find Selected 
Find QuickContacts 

Find Duplicates 

Hide 



Find contacts based on their Categories and Keywords. See 
"Using QuickFind" later in this chapter for details. 

Find all of the contacts in the contact file. 

Find contacts you've marked in the contact file. 

Find contacts you've selected in the List View. 

Find the contacts you've selected to include in the 
QuickContact menu in your primary contact file. See "Using 
QuickContact for Macintosh" on page 281 for more information. 

Find duplicate information among the contacts in a contact 
file. See "Finding duplicate Contacts" later in this chapter for 
details. 

Remove selected contacts from the List View. See "Hiding 
Contacts" later in this chapter for details. 



Using the Find Category button 

To search for all contacts assigned to a specific Category, select the category from the Find Category 
pop-down menu in the Now Contact Toolbar. 

To search for multiple categories, or to narrow the search using a combination of categories and 
keywords, use QuickFind. 

Using the Find Keyword button 

To search for all contacts assigned with a specific keyword, select the keyword from the Find Keyword 
pop-down menu in the Now Contact Toolbar. 

To search for multiple categories, or to narrow the search using a combination of keywords and 
categories, use QuickFind. 



Using QuickFind 




The QuickFind feature filters the contacts in your contact file based on their Categories, Keywords, or 
both, and lets you view specific contacts while hiding any contacts you don't want to view. 
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Now Contact 1.x users: QuickFind takes the place of Now Contact version l.x's Sets feature. QuickFind 
functions in much the same way as Sets, but also lets you narrow the contact list based on the Keywords 
assigned to your contacts. 

To use QuickFind: 

1. Choose QuickFind from the Find menu, or click the QuickFind button in the List View 
Toolbar. 

The QuickFind window opens. 



of 



Click to quickly select All 
or None of the Categories 



Click to select a Category, 
click again to deselect 
that Category 



Click to select a Keyword, 
click again to deselect 
that Keyword 
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Drag to resize the 
panes 



Click to toggle between 
All and Any of the 
selected Keywords 



Drag to resize the 
QuickFind window 



The scrolling list at the top of the window shows all Categories defined for the current con- 
tact file, while the list at the bottom shows all Keywords defined for the file. 

, The QuickFind Categories and Keyword lists work independently — that is, you don't need 
to select a Category in order to filter your contacts using Keywords. However, using the 
lists in combination with one another allows you to be more specific in your search. 

Tip: To quickly select a number of Categories or Keywords, click and drag the cursor in the 
checkmark column. 



In the Categories list, click the Categories whose contacts you want to include in the List 
View, or click the All or None buttons. 



Choose this mode., 



To find. 



All 
None 



Only those contacts with all the selected Categories. 

Contacts with any of the selected Keywords, regardless of 
other Keywords assigned to them. 



Contacts assigned to the Categories you select appear immediately in the List View. 
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3. In the Keywords list, select the Keywords whose contacts you want to include in the List 
View. 

Contacts who have been assigned the Keywords you select, and who are assigned to the 
Categories you selected in step 2, appear immediately in the List View. 

The Keywords list operates in two modes: All and Any, described in the following table. 
Choose this mode... To find... 

All Only those contacts with all the selected Keywords. 

Any Contacts with any of the selected Keywords, regardless of 

other Keywords assigned to them. 



4. Close the QuickFind window. 

You're returned to your contact file, where only the matching contacts appear in the List 
View. 

Tip: The QuickFind window can remain open while you work in your contact File. 

? 



Narrowing Your Search Using the AlphaBar 

An easy way to narrow your search is clicking the tabs in the AlphaBar. The AlphaBar is located just 
below the Toolbar in List View. 

Click any of the letter tabs or the number tab and contacts will be searched using the first level of sort 
set in the column header (see "Sorting List View columns" on page 199 ), all contacts starting with the 
selected letter (or any number, if the number tab is chosen) in that field will displayed. For example, if 
you sort by company and click the "G" tab, all contacts in companies starting with "G" will be 
displayed. Click the All tab to display all contacts in the selected sort field. 

Tip: To find all contacts in your contact file matching the letter in the selected tab (in any field), hold down the 
Option I alt key while clicking the tab. To display all of the contacts in your contact File, Option / alt-click the 
All tab. 
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Narrowing your search using the QuickFilter text entry field 

Use the QuickFilter text entry field (located to the right of the tabs in the AlphaBar) to quickly search for 
contacts containing a specified word or phrase. Only the contacts currently being displayed in the List 
View will be searched. Contacts containing a match in any field will be displayed. 









■> 


mx i*!i.cit ' tir 


( H i 1 P 1 







QuickFilter text entry field 



To use QuickFilter, simply type in the text you wish to use in the search. Type in as little or as much 
criteria as you wish. The search will be performed automatically when you stop typing. 

Search parameters used for QuickFilter are the same as those used for the standard Find command. 
Verify that these settings are as you want them to be before using QuickFilter for your searches. See 

"Setting Finding preferences" on page 191 for more information. 

Finding Duplicate Contacts 

Now Contact lets you search for duplicate contacts in your contact files, and provides various options 
for resolving them. 

Use the Duplicate Handling pane of the Preferences dialog to specify which fields to compare before 
searching for duplicate contacts. 

To find duplicate Contacts: 

1. Choose Find Duplicates from the Find menu. 

The Finding Duplicates dialog box opens, asking you whether you want to find and merge 
duplicate contacts or simply display them in the List View. 
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The dialog box contains the following duplicate handling options. 
Choose... To... 



Find/Merge 
Display 



Update the last-modified copy of the contact (if necessary) 
and delete the older version. 

Display all found duplicate contacts in the List View 
without merging them. 



Finding Contacts 195 



2. Click Find/Merge or Display. 



If you clicked Find /Merge, the duplicate contacts are combined and only one copy of that 
contact appears in the contact file. If the older Contact had Notes, documents or Calendar 
Events attached to it, they are added to the more recent contact before the older one is 
deleted. Additionally, a new Note similar to the one illustrated below is attached to the 
merged contact, indicating which copy was older and listing the changes made to the 
merged contact. 
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Find/Merge finds only two duplicates per contact. If you suspect that more than two copies 
of a contact exist in a contact file, use the Find Duplicates function a second time. 

If you clicked Display, all found duplicates appear in the List View. You can examine them 
in the Detail View to see if they are actually duplicates and, if they are, choose Find Dupli- 
cates again and merge them. 




Hiding Contacts 

DYou can remove contacts from the found list by selecting them and choosing Hide from the Find menu, 
or clicking the Hide Contact button in the List View Toolbar. 



Tip: To return hidden contacts to the List View, simply choose Find All from the Find menu or click the Find All 
button in the Toolbar. 
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Chapter 17 

Viewing Contacts 



Now Contact makes it simple for you to view, browse, and modify Contact information in either the List 
View or the Detail View, and gives you extensive control over the appearance and formatting of both 
Views. In addition, you can use Now Contact to dial the phone numbers of your Contacts from either the 
List View or the Detail view. 




List View 



The List View is the first view you see when you open a Contact File. It has two main components: the 
columns in which Contact data is displayed and the Contact data itself. 
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Each column has a header at the top that shows the name of the Contact data field whose information it 
displays; special symbols in the column's header also reflect sorting attributes that have been assigned to 
it. Column shading is darkest for highest order sort. 
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jA, You can resize and reposition columns (page 200), and add and remove columns (page 201), in List View 
^Ajr without ever opening the Define List Layouts dialog. Be aware that these changes are made to the current 
Layout immediately. If you aren't sure that you want to change your Layout permanently, open the List 
Layouts dialog (Define > List Layouts) and make a duplicate of your Layout before making changes. 

The Toolbar at the top of the List View provides immediate access to the most commonly used Now 
Contact functions. The status bar at the bottom tells you how many Contacts of the total number in your 
Contact File are currently displayed in the List View. 

The List View Toolbar 

The buttons in the List View Toolbar provide immediate access to the most commonly used Now 
Contact functions. While each of the buttons has a corresponding menu command, clicking a button is 
often faster than choosing the command from the menu 

You can easily search for Contacts by clicking a tab in the AlphaBar. 
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Defining List Layouts 

List Layouts determine how your Contacts appear in the List View. With Now Contact, you can modify 
predefined List Layouts or create your own. Click the List Layouts button in the List View Toolbar or 
choose List Layouts from the Define menu to open the following dialog box. 



Select a Layout 



Choose from these 
options to select 
tools for display 



Choose from these 
options to define 
Sort Order 



Choose from these 
pop-up menus to 
define display 
options 
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Click fields to 
include them in 
the Layout; drag 
fields to reorder 



Click to create a 
new Layout 

Layout commands 



When you define a new List Layout, it appears in the Use List Layout submenu of the Window menu. 

Changing Layouts in List View 

Changes that you make to Layouts in List view by sorting (page 199), resizing or repositioning columns 
(page 200), and adding, removing, or replacing columns (page 201) are made immediately, and 
permanently affect the current Layout. 

If you aren't sure that you want to change your Layout permanently, open the List Layouts dialog 
(Define > List Layouts) and make a duplicate of your Layout before making changes. 

Sorting List View columns 

Now Contact lets you sort the List View to control how your Contact information is displayed. You can 
choose a primary column on which to sort your Contacts, plus up to four additional sub-sort columns. 

Set the sort order for a List View in the Define List Layouts dialog box, described in the previous 
section. You can create a new sort order directly in the List View, but the new order does not affect the 
current List Layout definition. Now Contact uses the new sort order until you choose the original List 
Layout from the Use List Layout submenu of the Window menu. 

To sort columns in the List View: 

1. Click any column header to make it the primary column by which Contacts are sorted. 

The column name becomes underlined, and a small Roman numeral I (the sort level indica- 
tor) appears above and to the right of the column name. 
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2. To define sub-sort columns, hold down the Shift key and click other column headers. 

A Roman numeral II appears in the second column you click, a III appears in the third 
column, and so on up to the fifth column. Column shading is another indicator of sort 
order: the darker the column shading, the higher that column is in the sort order. 



Sort level Indicators (Shift-click column heads for multiple sort) 
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If you Shift-click one of the defined Sort columns, it is removed from the group and the 
remaining columns are renumbered accordingly. Shift-click another column header to add 
it to the Sort group. 

Click any column header without holding down the Shift key to cancel all previous Sort 
columns and makes it the new primary Sort column. 

To sort a column in reverse order, hold down the Option key while clicking the column 
header. 

A downward-pointing arrow appears below the column's assigned Roman numeral to 
indicate a reverse sort order for the column. To turn off reverse sorting for a column, 
Option-click the column header a second time. 



Moving List View columns 

Drag columns in the List View to reorder them. 

To move columns in the List View: 

1. Click the header of the column that you want to move and hold down the mouse button. 

2. Drag the column to the desired location. 

Two vertical dotted lines represent the borders of the column as you drag. A dark line 
indicates where the column will be inserted. 
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3. When you've dragged the column to the desired location, release the mouse button. 
The column appears in its new location. 
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Resizing List View columns 

Now Contact makes it easy for you to resize the List View columns, making them wider or narrower as 
necessary. 

To resize columns in the List View: 

1. In the column header, place the pointer over the right border of the column you want to 
resize. 

The pointer changes to a double-headed arrow 

2. Drag the border to the left or right, depending on whether you want to make the column 
wider or narrower. 

Dotted lines appear at the left and right sides of the column, reflecting the borders. 



W Wiiti : Py name 



% I EE& to u 1 ^ % ^ , Ei Q- - ■ til j © 



Ciicqnry hi 

Biurflll 


t 0 1 1 


«H I i p i h h ^ p 4 

i" LiiUiw' GWiM»' 
-tahiiliit ChKtpTimM 


6 * T ■! ¥ W l 


T 


J if J ,'VJ j"ik;;.v.v. 
















-J hurt 






•rft Zl£-W5- 1941 








Bmrau 


Jvtmn 


run 


Tin' 51 Ji Hid 


wb -nt-KS.. ij-h 


4 | 


'JrvJnMrvtrivtamn 


s 


fl, ;j 


HII 




■■ — 










Emm: 


S»l li 






*L: zi z-ias-iiMi 












- 






n 








1 


i. F1 H 


<i vr <•!!'• 











1 In the Column header, click and drag the column border that you want resize 

3. Release the mouse button when you've resized the column to the desired width. 

Adding, removing, and replacing List View columns 

You can easily add and remove columns directly in List View, or change the type of data that is 
displayed in a column. 

These changes can be temporary, having no effect on your saved layout, or you can 'commit' these 
changes to the current layout, or even create a new layout from the changes. 

To add a List View column: 

1. 36 - click (Mac) or Ctrl - click (Win) in the column header of the column to the right of the 
column that you want to add. 

2. From the pop-up menu, choose 'Insert column.' 

A new, blank column will be inserted to the left of the column that you selected. 

To remove a List View column: 

1. 36 - click (Mac) or Ctrl - click (Win) in the column header for the column that you want to 
remove. 

2. From the pop-up menu, choose 'Remove column.' 
The column will be removed. 
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To replace a List View column: 

1. 36 - click (Mac) or Ctrl - click (Win) in the column header for the column that you want to 
replace. 

2. From the list of fields in the pop-up menu, choose the field that you want to display. 
The new field data will be displayed in the column. 

Modifying Contacts in the List View 

You can edit the information in many of the List View columns without opening the Detail View. 

Editing text 

Columns in the List View that display basic Contact information can be edited by clicking and typing. 
The pointer turns into the No Edit symbol when you pass it over columns whose contents can't be 
edited. 

To edit text fields in the List View: 

1. Select a Contact by clicking it. 

2. Place the pointer over a column that offers direct text editing. 

The pointer changes to the standard text-editing I-beam cursor when it's positioned over 
one of these columns. 
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I — I-beam cursor indicates text that can be edited directly in List View 



3. Click once in the field that contains information you want to edit. 

The Contact is no longer highlighted, and the cursor blinks in the text field. 

4. Make the desired changes to the text. 

5. Move to other fields and modify text if desired. 

You can move from the current field to the next editable text field by pressing the Tab key, 
or to the previous text field by pressing Shift-Tab. 

6. When you're finished editing text, press the Enter key. 

This confirms your changes to the Contact and selects it again in the List View. 
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Pop-up menus 

Clicking in certain columns in the List View opens a pop-up menu that contains a list of options for that 
field. The Category, Listing and Pri. Phone columns all include pop-up menu capabilities. 

To use a pop-up menu in the List View: 

1. Select a Contact by clicking it. 

2. Place the pointer over a column that offers pop-up menu capability. 

The pointer changes to a downward-pointing arrow ( [t] ) when it's positioned over one of 
these columns. 

3. Click over the column and hold down the mouse button. 

A pop-up menu appears, listing the options for that column. 
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Click and hold pop-up cursor to view field options 



4. Choose the desired item from the pop-up menu and release the mouse button. 
The item you chose now appears in the column. 
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Detail View 



The Detail View is where you create new Contacts, enter Contact information, and view information 
that isn't included in your current List View. You can create Detail Layouts that specify display font, 
orientation of the various fields, tab order and more. 
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Since all of the components described in the following sections can be included in or excluded from the 
Detail View according to the current Layout, the illustration above shows a Layout that includes all 
components. See "Defining Detail Layouts" on page 207 for more information. 

Tip: To view the Comments field pane (as shown in the image above), drag the vertical resize bar until the pane 
becomes visible. 
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The Detail View Toolbar 



The buttons in the Detail View Toolbar let you perform many common Now Contact functions. While 
each of the buttons has a corresponding menu command, clicking a button is often faster than choosing 
the command from the menu. 



Switch to your 
Now-Up-to-Date Find 
primary Calendar Contact 
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Document URL 
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Merge 



Print 
Contact 



Listing Header 

The Listing Header shows the name and telephone number of the current Contact according to the 
Primary field selections you've set. See "Primary Fields" on page 209 for more information. 
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Use the contact icon to the left of the Contact name for Now Contact drag-and-drop 
operations, such as copying Contacts, pasting contact information in a text file and so on. 
Click and hold the mouse button on the icon (or anywhere in the Listing Header) and drag it 
to the desired location. 



Category Header 

The Category Header lets you navigate through your Contact File and make changes to the Contacts. 
Click the arrow buttons to move forward or backward through the Contact File. 



Previous/Next 
Contact buttons 



On a Macintosh, pressing 36 - Right Arrow or 38 - Left Arrow on the keyboard also moves you forward 
or backward through the current Detail View; pressing 36 - Up Arrow or 38 - Down Arrow moves you 
to the first or last contact in the current list (from the List View), displaying it in Detail View. The 
numbers next to the arrows indicate the position of the current contact in the contact file. 

On aWindows PC, pressing Ctrl -Right Arrow or Ctrl - Left Arrow on the keyboard also moves you 
forward or backward through the current Detail View; pressing Ctrl -Up Arrow or Ctrl -Down Arrow 
moves you to the first or last Contact in the current list (from the List View), displaying it in Detail View. 
The numbers next to the arrows indicate the position of the current contact in the contact file. 

Pressing the Mark button ( ft ) lets you mark or unmark the current contact, pressing the QuickContact 
button ( St ) lets you display the current contact's Phone and/ or Email address in the QuickContact 
pull-down menu for quick reference. These buttons are a darker gray when the option is enabled. 

Finally, the Category pop-up menu indicates the category to which the current contact is assigned; you 
can change a contact's category by choosing one from the pop-up menu. 
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Tip: Preferences in the QuickContact control panel allow you to customize the QuickContact menu with just the 
information that you want to display. On a Macintosh, See "Configuring QuickContact" on page 282 for more 
f information. If you are using a Windows PC See "Configuring QuickContact" on page 295 for more 
information. 



Contact information blocks 

The fields in the contact information blocks contain the name, address and telephone number 
information for the current contact, as well as information for any custom fields you've set up in your 
contact file. 
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Phone block 



Email and URL 
block 



First Custom 
Fields block 
(12 Custom Fields 
total) 



Contact Log 

All contact attachments, events and your personal comments appear in this section of the Detail View, 
personal comments are shown in the scrolling Comments field. Attached Notes, documents, and events 
appear in the scrolling list on the left side of the log; on the right is a list of the contact's assigned 
Keywords. See "Customizing Contacts," starting on page 168, for more information on attaching and viewing 
Comments, Notes, documents and Calendar Events. 
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Click to hide or display 
log entry types 



Click to open 
the Define 
Keywords 
dialog 
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this Contact 



?Tip: You can resize the panes in the Contact Log by dragging either of the two resizing control bars in the Detail 
View. The information contained in the windows remains attached to the contact even though it may be out of 
view. 
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Contact Log entries include the following information: 

• Free-form text in the Comments field 

• Type of attachment (Note, To-Do, document and so on) 

• Title of the attachment 

• Symbols indicating whether an attached To-Do is Done (checkmark), In Progress (two bullets) or Not 
Done (one bullet) 

You can sort Contact Log entries by clicking any of the column header buttons; by default, entries are 
sorted in ascending order by type. To sort in descending order, Option-click the appropriate header. 

The three icons beneath the Contact Log let you filter the entries in the log. When you select an icon, 
entries of that type appear in the log; when you deselect the icon, it is no longer highlighted and its 
entries are hidden from view. Icons for hidden entries have a red slash through them. 

Defining Detail Layouts 

Detail Layouts determine the appearance of the Detail View. With Now Contact, you can modify 
predefined Detail Layouts or create your own. Click the Detail Layouts button in the Detail View 
Toolbar or choose Detail Layouts from the Define menu to open the following dialog box. 
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When you create a new Detail Layout, it's added to the Use Detail Layout submenu of the Window 
menu, so you can easily switch between existing Layouts as you work. 
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Viewing Multiple Contacts in Detail View 

When you open a contact in Detail View, if Detail View was already open, the newly opened contact is 
displayed, replacing the contact information for the previous contact. 

To open a contact in Detail View, select a contact in the List View, then double-click it. 

To display multiple contacts in separate Detail View windows, Option-double-click each additional 
contact in the List View. 
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Tip: You can display each contact in a different Detail Layout, if you wish. To do so, bring the desired Contact 
Detail View window to the font, then choose the desired Detail Layout from the pull-down menu in the upper- 
right corner of the window. 
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Primary Fields 



Primary Fields help to ensure that the most essential information about a given Contact is always 
displayed or retrieved. For each Contact, you can select a Primary Name (either Contact Name or 
Company Name), a Primary Phone (Work, Home, Fax, Mobile, or any telephone number in a Custom 
Field), and a Primary Address (Work or Home). 

Primary Field functions 

Primary Fields function in five main areas: 

• Listing Header in the Detail View: The name field and telephone number you select as Primary 
determine the information that appears in the Contact's Listing Header. 

• Address information in the Detail View: When you specify a display size smaller than 3 Blocks for 
the Name and Address information blocks, the Primary Address you select determines which 
address is shown first (the Secondary address is available by clicking the turned-up corner icon in 
the bottom right corner of the address block). 

• Special columns in the List View: Two List View columns are affected by your Primary Field 
settings. The Listing field displays the name you select as Primary, optionally followed by the 
unselected (or Secondary) name; the Pri. Phone (Primary Phone) field displays the Primary 
telephone number you select. 

• Templates and Word Processing: When you're creating a Now Contact printing Template, or a 
document using Now Contact's Word Processor, you can include merge fields that automatically 
insert the Primary information for each Contact. The fields are «Listing», «PriAddress», «PriCity», 
«PriST», «PriZip» and «PriPhone». 

For example, you might set up a merge address as: 

«Listing» 
«PriAddress» 

«PriCity», «PriST» «PriZip» 
«PriPhone» 

This is often preferable to inserting, for example, «WkAddress», since you may not want to use the 
work address for every Contact you're including in a merge operation. Instead, the Primary Field 
options let you use one Contact's home address and another's work address, according to the 
Primary selections you've made for each Contact. For more information on using merge fields, see 
Chapter 12, "Printing Contacts." 

• Copy Contact Info: You can configure the Edit menu's Copy Contact Info command to use the same 
Primary merge fields described above, allowing you to automatically copy a Contact's Primary 
information to the Clipboard. For more information on setting up and using the Copy Contact Info 
function, see Chapter 14, "Working With Contacts" starting on page 165. 

m When your General preferences are set to display the «Listing» field as the Primary Name followed by a carriage 
*f return and the Secondary Name (the name not selected as Primary), this field will consist of two lines in word 
processor documents and in Copy Contact Info Formats. 
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Selecting Primary Fields 

Selecting your Primary Fields is simply a matter of clicking within the Detail View. 

To select Primary Fields for a Contact: 

1. Open the Detail View for the Contact whose Primary Fields you want to select. 

A name and telephone number appear in the Listing Header by default. The current Pri- 
mary Fields in the Name, Address, Phone, and Email blocks are underlined. 

2. From the Use Detail Layout submenu of the Window menu, choose a Detail Layout that 
allows you to see as much Contact information as possible on your screen. 

3. Place the pointer over the title of the Name field. 

The arrow pointer changes to the Primary Field Selector ( ^ ). This selector also appears 
when you place the pointer over the title of the Company field. Of these two fields, the one 
that is currently underlined is the Primary Name — the one that appears in the Listing 
Header. 

4. Click the title of the field you want to select as the Primary Name for the current Contact. 

The field you clicked becomes underlined, and the newly selected Primary Name now 
appears in the Listing Header. 

5. If you wish to make the Work Address (Wk Addr) field the Primary field, place the 
pointer over the title of the Wk Addr field. 

The pointer changes to the Primary Field Selector ( ^ ) over this field. The Primary Field 
Selector also appears when you place the pointer over the title of the Hm Addr field. The 
field that is currently underlined is the Primary address. 

If you wish to make the Home Address (Hm Addr) field the Primary field, place the 
pointer over the title of the Home field. 

6. Click the title of the field you want to select as the Primary Address for the current Contact. 
The field you clicked becomes underlined. 

7. Place the pointer over the title of the Phone field that you want to select as the Primary 
Phone for the current Contact. 

The pointer changes to the Primary Field Selector over this field as well. Options for Pri- 
mary Phone include Home Phone, Fax Phone or Mobile Phone field, as well as any Custom 
Fields you set up to contain telephone numbers. The telephone field that's currently under- 
lined appears in the Listing Header. 

8. Click the title of the Phone field that you want to select as the Primary Phone for the current 
Contact. 

The field you clicked becomes underlined, and the newly selected Primary telephone num- 
ber now appears in the Listing Header. 

9. Place the pointer over the title of the Email field that you want to be Primary. 
The pointer changes to the Primary Field Selector over this field as well. 

10. Click the title of the Email field. 

The field you clicked becomes underlined. 
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Chapter 18 

Organizing Your Contacts 



Now Contact helps you manage your Contacts by allowing you to group related ones together using 
categories. You can also classify Contacts by assigning your own Keywords to them, and use the Mark 
function to "tag" your Contacts for printing, temporary grouping, or other purposes. 



Using Categories 



Categories help you classify your Contacts into related groups. You can assign a different color and text 
style to each category, making it easy to spot related Contacts in the List View. 

Creating new Categories 

You can create new categories from either the List View or the Detail View. 
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To create a Category: 

1. Choose Categories from the Define menu, or choose Define Categories from the Detail 
View's Category pop-up menu. 

The Define Categories dialog appears. 

The number of Contacts 
assigned to the selected 
Category 



This area is active only 
if you are connected to 
a Now Contact Server 



The list of currently 
defined Categories is 
displayed here 
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2. If you are communicating with Now Contact Servers, select the desired server from the 
Location pop-up menu. 

3. Click New. 

A dialog is displayed, prompting you to enter a name for the new category. 

4. Type a name for the new category in the Name field. 

5. Type a brief description of the new category in the Description field. 

6. Click OK. 

You're returned to the Define Categories dialog; the new category appears in the Category 
list. 

7. Click OK. 

8. You're returned to your Contact File. 
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Assigning Contacts to Categories 

Once you've created your categories, the next step is assigning your Contacts to the appropriate 
categories. You can do this in either the Detail View or the List View. 

To assign a Contact to a Category in the Detail View: 

1. Open the Detail View for the Contact that you want to assign to a category. 

2. Click the Category pop-up menu. 

The available categories are listed in the menu. 
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3. Choose the desired category from the pop-up menu. 

The name of the category you chose now appears next to category in the Detail View. 




To assign a Contact to a Category in the List View: 

1. In the List View, select the Contact that you want to assign to a category. 

2. Click in the Category field for the selected Contact. 

A pop-up menu appears, listing the available categories. 
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3. Choose the desired category from the pop-up menu. 

Tip: To help you easily identify the desired category, when you move the mouse over a 
category, its name is highlighted in the category color. 

The name of the category you chose appears in the selected contact's category field. 

You can also select a group of contacts and assign them all to the same category, even if they 
initially belong to different categories. 
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To reassign selected Contacts to a Category: 

1. Select the Contacts whose category you want to reassign. 

Shift-click to select adjacent contacts; command-click to select non-adjacent contacts. 

2. Choose Assign Category from the Contact menu. 

The Assign Category dialog opens. It contains a pop-up menu listing the available catego- 
ries in your Contact File. 
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3. Choose the desired category from the pop-up menu. 

4. Click OK. 



Editing Categories 

You can make changes to your existing categories by renaming a category or changing its description. 

To edit a Category: 

1. Choose Categories from the Define menu, or choose Define Categories from the Category 
pop-up menu. 

The Define Categories dialog appears. 
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2. Select the category you want to edit and click Edit. 

The Category Info dialog appears, displaying the name and description (if any) currently 
defined for the selected category. 
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3. Make the desired changes in the Name and / or Description fields. 

4. Click OK. 

You're returned to the Define Categories dialog. 

5. Click OK. 

You're returned to your Contact File. 

Deleting Categories 

If you no longer have a use for a category, simply delete it. 

Deleting a category deletes any Contacts assigned to it. Reassign any Contacts you want to keep before deleting 
the category. 

To delete a Category: 

1. Choose Categories from the Define menu, or choose Define Categories from the Categories 
pop-up menu. 

The Define Categories dialog appears. 

2. Select the category you want to delete and click Delete. 

A confirmation dialog appears, asking if you're sure you want to delete the selected cate- 
gory and its assigned Contacts, if any. 

3. Click OK. 

The selected category is deleted, and you're returned to the Define Categories dialog. The 
deleted category no longer appears in the Category list. 

4. Click OK. 

You're returned to your Contact File. The Contacts assigned to the category you deleted no 
longer appear in the file. 
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Setting colors and text styles for Categories 

Now Contact lets you assign different colors and/ or text styles to your categories. This makes it easy to 
tell which Contacts belong to which category. 

To set colors and text styles for Categories: 

1. Choose Category Styles from the Define menu. 
The Define Category Styles dialog appears. 
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Select the category you want to assign a color and/ or text style to from the Categories list. 

Set the desired color and/ or text style for the category. 

Repeat steps 2 and 3 to set colors and/ or text styles for other categories. 

When you've finished setting colors and text styles, click OK. 

You're returned to your Contact File. 
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Using Keywords 



In addition to using categories, you can use Keywords to help organize and classify your Contacts. 
Keywords let you assign multiple "tags" to your Contacts so you can identify them as belonging to one 
or more groups. A contact can belong to only one category at a time, but it can be assigned multiple 
private Keywords. Using Keywords works well for groups that might "cross over" between categories. 

Mac users can assign keywords to contacts to share over a network. Keywords assigned to shared 
contacts are called public keywords. Public keywords are assigned on a per category basis. 



Defining Keywords 



A new contact file has keywords already defined. You can change these default keywords or create new 
ones. 



Tip: To quickly open the Define Keywords dialog from the Contact Detail View, click the Key icon ( |( 
far right column of the Keywords List. 

To define a new Keyword: 

1. Choose Keywords... from the Define menu. 

The Define Keywords dialog opens; existing Keywords are displayed in the list. 
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Tip: You can also open the Define Keywords dialog from the Contact Detail View. Click the 
Keywords column heading and choose 'Define Keywords...' from the pop-up menu that 
• appears. 

2. If you want to assign a Private Keyword to a Category, or if you are defining a Public 
Keyword (which must be assigned to a Category), choose the desired Category from the 
pop-up menu. 

3. Click New. 

The New Keyword Title dialog opens. 

4. Type your new Keyword in the text field. 

5. Click OK. 

You're returned to the Define Keywords dialog, where the new Keyword now appears. 
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6. Click OK. 

The dialog closes; your new Keyword is now available for your Contacts. 

Deleting Keywords from the Contact database 

This section shows you how to delete a Keyword so that it is no longer available to be assigned to any Contact. To 
remove a Keyword from one or more Contacts without deleting the Keyword from the Contact database, see 
"Removing Keywords from a Contact" on page 220. 

To delete a Keyword from the Contact database: 

1. Choose Keywords... from the Define menu. 
The Define Keywords dialog opens. 
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From the Category pop-up menu, choose the Category where the Keyword is defined. 
Select the Keyword. 
Click Delete.... 

A warning dialog will be displayed asking you to verify that you want to delete the Key- 
word from all Contacts. 




Click OK. 

The Keyword will be removed from all Contacts, and deleted from the Contact File. 
Click OK to close the Define Keywords dialog and return to your Contact File. 
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Assigning Keywords to a Contact 

You can assign Keywords to Contacts in either the Detail View or the List View. 

To assign a Keyword to a Contact in Detail View: 

1. Open the Detail View for the desired Contact. 

2. Click and hold the Keywords column header in the Keywords List to access the Keyword 
pop-up menu, and choose a keyword from the list. 
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2. Click the green checkmark icon ( |^] ) in the Keywords List header to toggle the display to 
show all available Keywords. 

Click in the checkmark column to select the Keyword(s) that you wish to assign to the Con- 
tact. 
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The Keyword will be assigned to the Contact and will be displayed in that Contact's 
Keywords List. 



To assign a Keyword to one or more Contacts in List View: 

1. In List View, select the Contacts that you want to assign a Keyword to. 
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2. Choose Assign Keywords from the Contact menu. 
The Assign Keywords dialog appears. 
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3. From the pop-up menu, choose the Keyword you want to assign. 

4. Click Assign. 

The Keywords you selected are now assigned to the selected contacts and are listed in the 
Keywords column of the Detail View Contact Log for those contacts. 



Removing Keywords from a Contact 

To remove a keyword from a contact in Detail View: 

1. Open the desired contact in Detail View. 

2. From the Keywords List, select the keyword that you wish to remove. 
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Press the Delete/Backspace key. 
The Keyword will be removed from the contact. 



To remove a keyword from a contact in List View: 

1. In List View, select the contacts that you want to remove a Keyword from. 
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2. Choose Assign Keywords... from the Contact menu. 
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3. From the pop-up list, choose the Keyword that you want to remove. 

4. Click the 'Remove' button. 

The keyword will be removed from the selected contacts. 

Keywords will only be removed from the selected contacts. The Keyword will still he available for 
assignment to other contacts. To remove a Keyword from the contact database, see "Deleting Key- 
words from the Contact database" on page 218 . 

Limiting the Keyword List to assigned Keywords 

If you have a large number of Keywords defined, you might want to limit the Keyword List displayed 
in your contact Detail View to just the Keywords that are assigned to that contact. 

Use the green checkmark icon ( |^] ) in the Keywords List header to toggle the display to show just the 
Keywords assigned to the contact, or to expand the list and show all the Keywords currently defined. 

Sharing Keywords (Mac Only) 

Public Keywords are Keywords assigned to a Category on a Now Contact Server. These keywords will 
be seen by all users connected to that Server, whenever Contacts in that Category are being displayed. 

Unlike private keywords, which can be either assigned to a Category or not, Public Keywords can only 
be assigned to a Category. In every other way, both Private and Public Keywords are the same. 

Public Keywords are displayed in the Contact Detail View in a separate list below the private keywords 
list. 



Private Keywords List 
Public Keywords List 
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You can create, assign, and remove Public Keywords in the same way you create, assign, and remove 
private keywords. See "Defining Keywords" on page 217, "Assigning Keywords to a Contact" on page 219, and 
"Removing Keywords from a Contact" on page 220 for detailed instructions. 

Tip: To quickly create and assign Public Keywords, click and hold the Keywords column header in the Keywords 
List to access the pop-up menu. From the Keywords pop-up menu, choose 'Add Shared Keyword.' Enter the name 
of the Keyword that you want to share. The keyword will be added to the current Contact, and will also be 
available for assigning to other Contacts. 
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Marking Contacts 



Categories and keywords provide fairly permanent approaches to organizing your contacts. There may 
be times, however, when you want to organize some of your contacts in a more temporary group. The 
best way to do this is to mark contacts. When you finish with the temporary group, you can unmark all 
of the marked contacts at once so that you can use the mark function again. 

In order to see marked contacts you will need to create a List Layout that includes the Mark column. ( See 
I Defining List Layouts on page 199.) 
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Marking Contacts 

You can mark individual contacts in the Detail View, or you can mark either single or multiple contacts 
in the List View. 

To mark a Contact in the Detail View: 

1. Open the Detail View for the contact that you want to mark. 
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2. Click the Mark button ( -i ) in the Category Header. 
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When the button is pressed, the Contact is marked. You can unmark the Contact simply by 
unclicking the button. The Mark button turns a darker gray when a Contact is marked. 

Tip: You can also mark a Contact in the Detail View by choosing Mark Contact from the 
Contact menu, and unmark it by choosing the same command a second time. 
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To mark Contacts in the List View: 

1. Select the Contact(s) you want to mark in the List View. 

2. Choose Mark Contact(s) from the Contact menu, or press Command-M, or click in the 
Mark column next to the Contacts that you want to mark. 

A check in the Mark column indicates that the Contacts are marked. 
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Detail View Layout showing Marked column 



The Mark Contact(s) command (Command-M) toggles the marked /unmarked state of 
selected Contact(s). This means that you can unmark a marked Contact by selecting it and 
choosing the command again, or by clicking in the Mark column again to remove the check- 
mark. 
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Choosing Mark Contacts from the Contact menu marks all selected Contacts, whether they 
were marked previously or not. Choosing Unmark Contacts unmarks all selected Contacts. 
If any of the select Contacts is unmarked, the Contact menu will display Murk Contacts. To 
unmark all selected Contacts, first choose Murk Contacts to mark them all, then choose 
Unmark Contacts to unmark them all. 

Tip: To quickly mark a large number of Contacts, first sort or find the contacts that you 
want to mark. Next, choose Select All from the Edit menu (or press Command- A), then 
choose the Mark Contacts command (or press Command-M). You can later list all of your 
marked Contacts by selecting Find Marked from the Find menu. 



Organizing Your Contacts 223 




224 Organizing Your Contacts 



Chapter 19 

Dialing Contacts 



You can use Now Contact to dial the phone numbers of your Contacts from the List View, the Detail View 
or from QuickContact. 



Dialing Contact Phone Numbers 



Now Contact provides the control you need to dial Contact telephone numbers accurately no matter 
where you are or whom you are calling. Set up the dialing function from the Dialing pane of the 
Preferences window, and then dial from the Windows Dialer. Using the Windows Dialer software, you 
can set up multiple dialing configurations for all of the various situations you may encounter. 



Dialing methods 

You can dial using your PC's speaker or using an internal or exteranl modem connected to your PC. 



To dial using. 



Do this.. 



Your speaker 



A modem 



Hold the mouthpiece of your telephone handset as close as 
possible to the speaker (or a connected external speaker) of 
your computer when you activate dialing (how close you 
need to hold it may depend on the current volume setting. 

Select the appropriate Dialing preferences. See "Setting Dialing 
Preferences on a Macintosh" on page 226 for more information. 
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Setting Dialing Preferences on a Macintosh 

Now Contact's Dialing preferences let you configure some of the dialing options you might need. 

To set Dialing preferences: 

1. Choose Dialing from the Preferences submenu of the Define menu. 
The Dialing pane of the Preferences window appears. 
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2. Select the dialing preferences as desired. 

3. Close the Preferences window. 

You're returned to the current Contact File and your Dialing preferences are set. To define 
or modify dial tones and dialing prefixes and suffixes, see "Defining dialing strings" later in 
this chapter. 
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Setting Dialing Preferences on Windows 

Now Contact's Dialing preferences let you configure some of the dialing options you might need. Most 
of the options are set in the Windows Dialer application. 

To set Dialing preferences: 

4. Choose Dialing from the Preferences submenu of the Define menu. 
The Dialing pane of the Preferences window appears. 
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5. Select Open Phone and Modem Options to configure how the Windows Dialer will behave. 

For more information on Windows Dialer refer to Windows help or documentation that came with 
the version of Windows you are running. 

6. Checkmark Create New Call Event by Default if you'd like new call events automatically 
created when you dial a phone number. 

7. Decide how long of a pause you need (the number of commas) when dialing extensions and 
pick the text Now Contact will use to recognize as an extention. 

8. Close the Preferences window. 

You're returned to the current Contact File and your dialing preferences are set. 

Dialing a Contact 

Once you've set your Dialing preferences, you can dial any contact in your contact file from either the 
List View or the Detail View. The options you've set up in your preferences are available when you dial. 

Tip: To dial a contact quickly from the Detail View, click the telephone icon () next to the number you want to 
dial and follow steps 9 and 10 in the procedure below. 



To dial a Contact (Macintosh): 

1. Select the contact you want to call. 
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Choose Dial from the Contact menu, or fromthe Toolbar, click the Dial button . 

The contact's Detail View opens (if it wasn't already open), then the Call dialog appears. 
Notice that the top of the dialog box displays a summary line showing the name and com- 
pany of the contact you're calling. 



Select a number by clicking it; the number appears in the Dialing field at the bottom of the 
dialog box. By default, the phone number you've specified as the primary phone for the 
contact is selected. 

From the Dial tone pop-up menu, choose the dial tone string necessary to obtain a dial tone 
at your current location. 

The predefined dial tone strings, and any you've set up in the Dialing preferences window, 
are listed in the pop-up menu. Choose None if you don't need a string to get a dial tone. 

Any dialing string you choose is inserted in the Dialing field at the bottom of the dialog 
box. 

From the LD Prefix pop-up menu, choose the appropriate dialing prefix for your call. 

Choose any prefix that needs to be dialed before the selected telephone number (outside 
line access, and so on); the predefined prefixes, and any you've set up in the Dialing prefer- 
ences window, are listed in the pop-up menu. Choose None if the number requires no pre- 
fix. 

From the LD Suffix pop-up menu, choose the appropriate dialing suffix for your call. 

Choose any suffix that needs to be dialed after the selected phone number (long-distance 
access, and so on); any suffixes you've set up in the Dialing preferences window are listed 
in the pop-up menu. Choose None if the number requires no suffix. 

Select Create new Call event if desired. 

Selecting this checkbox causes Now Contact to create a new Call Event in which you can 
document the phone call you're making. If you select this option, the Event Info dialog box 
opens automatically after the telephone number has been dialed. 

In the Dialing pane of the Preferences window, you can specify that Noiv Contact always 
creates a new Call Calendar Event whenever you dial a Contact. 




7. Click Dial. 



Now Contact dials the number. If you selected the Create new Call checkbox in step 7, 
another dialog box appears allowing you to cancel or continue your call once the number 
has been dialed. 
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* If you're using the Apple Event Dialer and you haven't chosen a dialing application, a stan- 
dard directory dialog box appears at this point. Locate the application capable of dialing 
using Apple Events and click Open. 

Click OK when the party you're calling answers the phone, or click Cancel if the line is busy 
or there's no answer. 

If you selected the Create new Call Event checkbox, the dialog box disappears and the 
Event Info window appears when you click OK. If you're dialing through a modem, pick 
up your telephone handset when the party answers and then click OK — the modem 
releases the line to transfer control of the call to you. 

If you click Cancel, no Call Event is created and you're returned to your Contact File. 

• Now Contact remembers the options you choose in the Call dialog box and uses them as the 
"'If default values the next time you use the dialing feature. 



To dial a Contact (Windows): 

1. Select the contact you want to call. 

Choose Dial from the Contact menu, or fromthe Toolbar, click the Dial button . 

The 'Windows Dialer appears. 

2. 
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Chapter 20 

Using Now Contact on a Network 



If you're using Now Contact on a network, you can share contacts with other users through public 
categories stored on a Now Contact Server. 

This chapter assumes that a computer running a Now Contact Server containing public categories already exists 
on your network. If one doesn't exist on your network, consult your network administrator before proceeding. If 
you plan on using your Macintosh as a server, refer to "Mac Server Administration" on page 359 for details. If 
you plan on using your PC as a server, refer to "Now Server Manager (Windows)" on page 391 for details. 

In versions prior to 4.5 the Noiv Contact Server was called the Public Contact Server. 

Communicating with a Now Contact Server 
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To view shared contacts, you must connect to the Now Contact Server. Connecting to a server is a simple 
process, but it requires that TCP/IP be active on your computer. Contact your Network Administrator for 
assistance. 

You can connect to a Now Contact Server via TCP/IP, either remotely or via a local area network. After making 
sure that your TCP/IP connection is active, simply follow the procedures below. 

Connecting to a Now Contact Server 

Shared Contacts are stored and maintained in Public Categories on a Now Contact Server. 

To connect to a Now Contact Server: 

All Now Contact Servers are connected via TCP/IP. You will need to enter the server's name, its IP address, and 
its port number (this information needs to be supplied to you by the administrator of the Now Contact Server), 
before you can successfully connect to the server. 

1. If you haven't already done so, open your contact file in Now Contact. 
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2. Choose Server Connections... from the Define menu. 
The Define Server Connections dialog appears. 



Click the Add... button. 

The TCP/IP dialog is displayed. 



In the fields provided, enter the Server name, TCP/IP address, and Port number. 

This information should be supplied to you by the administrator of the Now Contact 
Server. 

The default port number for Now Contact is 3167. 



When all the information has been entered, click 'OK.' 

The new server should now appear on the Server Connection list. 

If no servers appear in this list, verify that you have entered the Name, IP Address, and Port 
Number correctly and that you have an active network connection. 

r In the Status column for the newly added server the text "Never updated" will be displayed. 
This status will not change until you close and reopen the Server Connections dialog 
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(Define > Server Connections). When all the public Contacts have been downloaded to your Contact 
file, if you open this dialog the Status will read "Up to date." 
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In order to display and work with Contacts on the Now Contact Server, you will need to add the appropriate 
Public Categories to your Contact file. See the following section for details. 

Adding Contacts from a Now Contact Server 

Before you can display and work with Public Contacts, you need to have added the Now Contact 
Server to your list of available servers (Define > Server Connections). See "Connecting to a Now Contact 
Server" on page 231 for assistance. 

1. From the Now Contact Define menu, choose Categories (Define > Categories). 
The Define Categories dialog is displayed. 

2. From the Location pop-up menu, choose the Public Contact Server that you want to share 
Contacts with. 




All categories on the selected Now Contact Server are displayed. 
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3. Place a checkmark in the left-most column for each public category that you wish to include 
in your contact file. 




If you wish to receive a warning to keep you from accidentally deleting public contacts, put 
a checkmark in the 'Alert when deleting contacts' check box. 

4. When you have finished selecting public categories, click "OK." 

All contacts in the selected public categories will be downloaded into your contact file. You 
can now display and use the public contacts much like you do your own private contacts. 

5. Click Done. 

You are returned to your current contact file. 

Tip: Installing a single copy of Now Contact on both a desktop and a laptop computer is an acceptable way to 
take your contacts with you when you travel. Generally, it's best to quit Now Contact on your desktop when you 
leave the network site and plan to connect remotely with your laptop. 
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Changing Now Contact Server status 

You may want to temporarily suspend communication with a Now Contact Server (go offline) to reduce 
network traffic. 

You may lose your connection to a Server if someone renames or moves it. If this happens, the Server status 
message reads "Looking for [Server name]," rather than "Shared Contacts up to date." When you see this 
message, you may need to re-establish your connection. 

To change the status of a Now Contact Server: 

1. Choose Server Connections from the Define menu. 

The Define Server Connections dialog box appears, listing any Now Contact Servers you 
are connected to. 
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2. Select a Now Contact Server on the list and make the changes you want to its status: 



Click... 


To... 


Remove... 


Permanently disconnect. Removing the Server connection 




also removes Public Categories and the Public Contacts they 




contain from your Calendar File. 


Change- 


Change 




• Online/Offline status; 




• Name, IP Address, or Port number; 




• Update Frequency 




of the selected server. 


Update Now 


Force the Now Contact Server to update your contacts now. 




This feature allows you to update contacts before going 




offline, to ensure that you have the most current information. 



3. Click Done. 

The Server status changes to reflect your selection. 

Disconnecting from a Now Contact Server is not the same as going offline. When you disconnect from a server, 
the contacts in the public categories you subscribe to are no longer available in your contact file. 
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Editing Public Contacts while offline 

Contacts in Public Categories remain in your contact file when you temporarily suspend 
communication with a Now Contact Server (go offline). 

Tip: To go offline, choose Define > Server Connections, then click the Change... button to display the TCP/IP 
dialog. Remove the checkmark from the Online check box to go offline. 



<3> 



Before you go offline, update your server connections (click the Update Now button in the Server 
Connections dialog [Define > Server Connections]) to be sure that you have the most current version of 
all public contact information in your personal contact file. 

Public contacts that you create or modify while offline are automatically sent to the Now Contact Server 
when you launch Now Contact and resume communication with the server. 

When you edit or create a public contact while offline, the message "Edits pending for [Server name]" 
appears in the status bar at the bottom of the Now Contact window (List View and Detail View). This 
message remains until you resume communication with the Server and the Public Contacts are 
updated. 

You cannot modify attributes of existing Public Categories or create new ones while you are offline. 



Reconnecting to the Now Contact Server 

Public contacts you create or edit while offline are automatically updated when you resume 
communication with the server. 

If Now Contact discovers that a contact you modified while offline was also modified by a network user 
who was online, your edited version of the contact is not posted to the Now Contact Server. Your 
changes are instead saved to a Note called "RECONCILE FIELDS" attached to the contact. This allows 
you to compare your changes to the version that was edited while you were offline. 

Unreconciled contact notes are also attached to public contacts the next time the server is updated. If 
you subscribe to a contact that was modified both online and offline, you'll see the dialog below when 
your server is next updated. 
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Click OK to display only the unreconciled contact(s) in the List View; you can then open the Detail View 
and compare the offline changes in the Note to the current, updated contact. 

If you made changes while offline to a password-protected Public Category to which you do not 
normally have access, you will be prompted to enter the password when the edits are sent to the server. 
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Sharing Contacts Using Public Categories 



Contacts that are assigned to Public Categories can be viewed and modified by all users (except for 
contacts assigned to password-protected Public Categories). In addition, all users can create and modify 
Public Categories (providing they have the proper passwords). 



Assigning Contacts to Public Categories 

Once you connect to a Now Contact Server, you can assign contacts to Public Categories. Contacts in 
Public Categories are available to other network users who have Now Contact. 

Keywords you assign to your contacts are not available to network users when you assign the contacts 
to Public Categories. 

To assign a Contact to a Public Category: 

1. Open the Detail View for a Contact. 

The Category to which the Contact is assigned is in the Category pop-up menu. 

2. Open the Category pop-up menu. 

The pop-up menu lists the available Categories, which are grouped according to the Server 
where they reside and divided by separator lines. 
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3. Choose a Public Category from the Category pop-up menu. 

If the contact has Notes or Events attached to it, a dialog box appears giving the option of 
making all attachments public, private, or leaving them unchanged. Click the appropriate 
button to proceed. (Any Custom Fields you've defined for the contact are public.) 

The name of the category you chose appears next to category. 

4. Save the category setting by pressing the Enter key or closing the Detail View. 

The contact is now stored on the Now Contact Server as well as in your contact file, and is 
available to any networked users who subscribe to that Public Category. 

To assign multiple private contacts to a public category, select them in the List View and then choose 
Assign Category from the Contact menu. 

, Color and text style settings for individual categories are personal only; they don't affect how your public 
contacts appear in other users' contact files. 
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Moving Public Contacts 

You can assign a public contact to a local category, but doing so moves the contact from the server to 
your private contact file and makes it inaccessible to other users. A dialog appears when you reassign a 
public contact to a private category, giving you the option of moving the contact or copying it to your 
private contact file. 
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Creating and Modifying Public Categories 

It's best to create public categories for clear and specific topics, so that other users on the network can 
more easily identify them when choosing categories for viewing. 

There may be times when you want to modify a public category by changing its name or the passwords 
you've set for it, moving it to another server, or deleting it. You can modify a public category whenever 
you're connected to a Now Contact Server, as long as you have the password. See "Password-protected 
Categories" later in this chapter for more details. 

To create a new Public Category: 

1. Choose Categories from the Define menu. 

The Define Categories dialog appears. Local is chosen in the Location pop-up menu — this 
indicates that any categories you create will be private categories stored locally in your con- 
tact file, unless you change the selection in this menu. 

2. Choose a Now Contact Server from the Location pop-up menu. 




The Now Contact Server's name now appears next to Location:, and the categories con- 
tained on the Now Contact Server appear in the Categories list. 
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3. Click New. 

The Category Info dialog appears. 



You'll be prompted for a password to create a category on the selected Server if the person in 
charge of the Now Contact Server has assigned a password for this function. 



Enter a name for the new category in the Name field, and, if desired, a description of the 
category's purpose in the Description field. 
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Tip: Including a description is very helpful to network users trying to decide which catego- 
ries to subscribe to, or to indicate who is responsible for managing the category. 



5. Type passwords as desired to add password protection. 

See "Password-protected Categories" on page 240 for more information. 

6. Click OK. 

You're returned to the Define Categories dialog box; notice that the new category appears in 
the Categories list along with any previously created categories. 

7. Click OK. 

You're returned to your current contact file. 
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To modify a Public Category: 

1. Choose Categories from the Define menu. 
The Define Categories dialog appears. 

2. Choose a Now Contact Server from the Location pop-up menu. 

3. Select the category that you want to modify in the Categories list. 

4. Click the button for the modification you want to make. 



Click... To... 



Edit... 


Change the category's name, description, or passwords. 


Duplicate- 


Enter a new name, description or passwords for the copied 




category 


Delete... 


Delete the selected category and its attached contacts. 



5. Click OK. 

You're returned to your current contact file. 



Password-protected Categories 

A Public Category can be password-protected in order to prevent network users from changing or 
deleting events or contacts, or from deleting the category and its contents. You cannot modify an event 
or contact that belongs to a password-protected public category, unless you have the password. 

When creating a password-protected category in Now Contact, the following password options appear 
in the New Category and Category Info dialog boxes: 



This password. 



Must be entered to. 



Read 

Write or Edit 
Owner 



See any contacts or events in the category. Read-protected 
public categories are indicated by 

Change or delete existing events or contacts in the category. 
Write- and edit-protected public categories are indicated by 

Create new contacts or events; archive, move or delete the 
category; change its name or passwords. 
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Chapter 21 

Using Templates 



Templates determine the page size, margins and pre-entered text in your printed output. Several preset 
Templates are included with Now Contact, and you can design or modify templates using the Template 
Editor. 

Templates are stored in the Templates folder that the installer places in the Now Contact folder on your 
hard disk. Inside the Templates folder are individual folders for each of the template types. 



Creating and Modifying Templates 



The following procedure describes the basic options available when you're creating or modifying a 
template. 
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The Template Editor combines familiar word processor features with graphics capabilities for creating 
the basic foundations of print documents. 



Toolbar 

Text formatting 
tools 



Ruler 




Click to display the 
Dimensions dialog box 



Ruler 



Right margin 
control 

Left margin 
control 



Template Editor Toolbar 

The Template Editor features a Toolbar at the top of the window. The graphics tools and buttons that are 
available are determined by the type of Template you are creating or modifying. 



Rounded 

Selection Line rectangle Ruler Move Next Insert 

tool tool tool show/hide to front Preview Contact Merge Field 
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Text Rectangle Place Select Move Previous Insert 
tool tool graphic line to back Contact Compound 

thickness Merge Field 



Bold Italic 


Move 
to front 

| 


Single One and one 
space half space 


Decimal 
tab 


1 11-1,-1 p, | T | 1(1 | - p , ' II ■* 


b ± ^ 


mm — — ~ l 


L J J. 


Font pop- up Font size Under 
menu pop-up line 


Center 


Justify Double Left 
space tab 


Right 
tab 


Flush Flush Center 
left right tab 
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Working with graphics 

You can place graphics saved in MacPaint, PICT or EPS format to your Template. Graphics are placed as 
separate elements in Address Book, Label, Envelope and Contact List Templates; they're placed in-line 
with text in the document and Contact Details Templates. 

Now Contact 1.x users: When you use version 1.x Letter, Fax and Contact Details Templates in Now Contact 
' version 4.1 or higher, graphics contained in the Templates are converted from separate elements to inline 
graphics. 

To place a graphic in a Template: 

1. Click the Place Graphic icon. 

A directory dialog box opens where you can locate and select a graphic to place. 

2. Locate and select the graphic you want to place in the Template. 

3. Click Open. 

The pointer changes to a picture pointer for placing your graphic. 

If you're creating or modifying an Address Book, Label, Envelope or Contact List Template, 
you can place the graphic anywhere on the page. If you're creating or modifying a Letter, 
Fax or Contact Details Template, the graphic is placed at the text insertion point. 

4. Click to place the graphic. 



To resize a graphic in a Template: 

1. Click the graphic once to select it. 

2. Drag one of the four corner handles. 
All resizing is proportional. 



To move a graphic in a Template: 

1. Click the graphic once to select it. 

2. Drag it from its center. 
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Using merge fields in Templates 

Merge fields let you automatically place specific pieces of contact information in predefined areas of 
your Templates. 

Compound merge fields 

Clicking the Compound Merge Field button in the Template Editor Toolbar opens a long pop-up menu 
of compound merge fields and options; fields are surrounded by angle brackets (« »), while options are 
not. The sections of fields and options are divided by separators. 

The following table shows which merge fields are inserted for the options in the first two sections. 



Choose this... To insert... 



«Today's date» 


Today's date 


Primary Postal Address 


«Listing» 




«PriAddress» 




«PriCity», «PriST» «PriZip» 




«PriCntry» 


Home Postal Address 


«FullName» 




«HmAddress» 




«HmCity», «HmST» «HmZip» 




«HmCntry» 


Work Postal Address 


«FullName» 




«Company» 




«WkAddress»«WkCity», «WkST» «WkZip» 




«WkCntry» 



The third section of the compound merge fields list lets you insert the Home Return Address and Work 
Return Address you've defined in the Personal Data pane of the Preferences window. 

The fourth section of the compound merge fields list consists of field names based on the data you've 
selected as Primary for each contact. Choosing «FullName» and «Listing» inserts the Full Name and 
Listing according to formats set in the General pane of the Preferences window. 

The fifth section of the compound merge fields list contains fields that insert information about the 
contact, as well as information on attachments to the contact. 

This section is not available for Address Book, Envelope and Label Templates. 



Choose this.. To insert... 



«Keywords» 


A list of all Keywords specified for the contact. 


«Category» 


The Category to which you're assigned. 


«Notes» 


The text for all notes attached to the contact. 


«Events» 


A summary of all Calendar Events attached to the document. 


«Documents» 


Information about all documents attached to the contact — the 




documents' names, descriptions, and so on. 
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The last section in the compound merge fields list displays all of the Copy Contact Info Formats that are 
set for the current contact file. These are the same Format names that appear on the "Copy Contact Info" 
submenu in the Edit menu. You set Copy Contact Info Formats in the Copy Contact Info pane of the 
Preferences window. 

Inserting a Copy Contact Info Format name into a document allows you to enter several blocks of 
contact information in one step, rather than inserting the information one merge field at a time. 

Individual merge fields 

The pop-up menu that appears when you click the Merge Field button lets you insert individual merge 
fields, one at a time. 

Inserting merge fields 

To insert a merge field into a Template, position the cursor where you want the merge field to be 
inserted, then choose the desired merge field from the Compound Merge Field or the Merge Field 
menu. Choose the appropriate field or fields from the menu; the merge field appears in the Template at 
the location you specified. 

Format merge fields so that they'll look correct when replaced with actual contact data. For example, 
when creating the last line of an address, be sure to place a comma and space between «WkCity» and 
«WkST», and a space between «WkST» and «WkZip». You can select any merge field in the Template 
Editor and apply any text style to it. 

When applying a text style to a merge field, be sure that you select the entire merge field, including the 
brackets surrounding it. 

Preview the appearance of your Template by clicking the Preview button and then moving forward and 
backward through contacts in the current contact file using the Next Contact and Previous Contact 
buttons. 
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To create or modify a Template: 

3. Choose the type of Template you want to create or modify from the Templates submenu of 
the Define menu. 

The Define Templates dialog box opens. 



Choose a Template Type 
from this pop-up menu 



Click to Select a 
Template from 
this list 
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The page 
dimensions of 
the selected 
Template are 
shown here 



Click to display the Click to display the 
Template Editor 

box for the selected 
Template 



4. Select the Template that you want to duplicate or modify. 

5. Depending on the desired result, click New or Duplicate. 

A dialog box appears, prompting you to give the new Template a name. 

6. Type a name for the new Template and click "OK." 

You're returned to the Define Templates dialog box where the new Template now appears 
in the Templates list. 
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Highlight the Template name and click Dimensions. 

Depending upon the kind of template you're creating or modifying, the options available 
here can differ. If you're working with a Letter, Fax, Contact Details or Contact List Tem- 
plate, the dialog box appears as shown below. 
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If you're working with an Address Book, Envelope or Label Template, additional options 
appear in the dialog box. See the descriptions in the "Template Setup Options" section for 
details. 

8. Configure the dimensions options as desired for the template. 

If you're working with a Letter, Fax, Contact Details or Contact List template, set the mar- 
gins for your printed output. 

9. Click OK. 

You're returned to the Define Templates dialog box. 

10. Click Layout. 

The Template Editor window opens. This is where you enter predefined text or graphics 
that will appear in a template by default when you use it to print. 

11. Place the desired text or graphics in the template. 

Use the tools and options available in the Template Editor just as you would use similar 
tools in any word processor. See "Using the Template Editor" later in this chapter. 

12. When you're finished placing the desired elements in the template, click OK. 

The Template Editor closes, and you're returned to the Define Templates dialog box. 

13. Click OK. 



You're returned to your current contact file. 
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Using Templates 

Templates determine the page size and margins of your printed contact information and documents. 
Templates also determine what text, if any, is pre-entered in the address books, envelopes and labels 
you print. There are seven types of templates, each of which has a corresponding command on the 
Templates submenu of the Define menu: 

• Address Books 

• Contact Details 

• Contact Lists 

• Envelopes 

• Faxes 

• Labels 

• Letters 



This section describes the common settings in the Dimensions dialog box, with notes for some of the 
specific template types. 



Template setup options 

When you click the Dimensions button for Address Book, Envelope, or Label Templates in the Define 
Templates dialog box, the Dimensions dialog appears. 



The selected Template 
name Is displayed here 



If desired, 

modify the 
default 

measurements 
for the selected 
Preset Size 
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Click to select 
measurement options 



Select a Preset 
Size from this 
pop-up menu 



This area displays 
a preview of your 
settings 



This setting... Specifies... 

Preset Sizes The basic page size used as a starting point for the Template. When you 

choose a size from this menu, the appropriate values are automatically 
entered in the Item Dimensions fields. 

Margins The orientation of pages on the original sheets. "Left" sets how far from the 

left edge the first page on a sheet is printed, and "Top" sets how far from the 
top edge the page is printed. 

Items per sheet The number of pages, envelopes, or labels per sheet. In the Across text field, 
specify the number to print across the width of the sheet; in the Down text 
field, specify the number to print down the height of the sheet. 



248 Using Templates 



This setting... Specifies... 

Item The size of the printable area of each item on a sheet. 
Dimensions 

Space between The amount of empty space left between pages, envelopes or labels. 

Address Book Template Setup options 

Now Contact can automatically produce Address Book output in five basic page sizes that fit most 
popular address book formats. Use one of these five sizes as defined, or use one as a starting point for a 
custom Template. A4 Portfolio 

Page size Dimensions 

Compact 4.25" x 6.75". Two pages take up only a portion of a sheet; the pages need to 

be cut to fit into an address book. 

Jr. Pocket 2.75" x 5". Two pages take up only a portion of a sheet; the pages need to be 

cut to fit into an address book. 

Organizer Two pages fit exactly on one sheet of the selected paper size; the two pages 

can be folded or cut to fit into an address book. 

Portfolio Takes up an entire sheet of the selected paper size; requires no cutting after 

being printed. 

Sr. Pocket 3.75" x 6.75". Two pages take up only a portion of a sheet; the pages need to 

be cut to fit into an address book. 



Template Name Description 

A5 Organizer 
Avery 41256 
Avery 41357 
Compact - Basic 
Day-to-Day Paper#106 
DayRunner Classic 
DayRunner Classic Organizer 
DayRunner Entrepreneur 
DayRunner Running Mate 
Filofax - 175mm X 250mm 
Filofax - 80mm X 120mm 
Filofax - 95mm X 170mm 
Jr. Pocket - Basic 
Organizer - 2 Column 
Organizer - Custom Fields 
Portfolio - 2 Column 
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Template Name 



Description 



A5 Organizer 
Portfolio - Basic 
Sr. Pocket - Basic 

An Address Book Template consists of a single text object that contains the merge fields you want to 
include for each contact printed. When you actually print the Template, this text object is repeated 
down the height of each Address Book page as often as it will fit. Note that the Template Editor displays 
only one text object, even in Preview mode. 

Contact Details Template Setup Options 

Contact Details Templates provide a way to print a detailed summary of a contact. 

The Template Setup options for Contact Details printing are simple: you specify the left, right, top and 
bottom margins for the printed output. You can set up Templates for Contact Details printing in 
essentially the same way that you set up Templates for letters and faxes — a single text object is placed 
on the page, and you insert, arrange and format merge fields as desired. 

Contact List Template Setup Options 

Contact Lists let you print specified contacts, formatted according to any of the List Layouts you've 
created. Contact Lists print your Contact List exactly as you see it on your screen. 

Because Contact Lists are based on your List Layouts rather than on actual Templates, you can't create 
or modify Contact List Templates from the Define Templates dialog box — you can only modify their 
page margins. Choose Define List Layouts from the List menu to modify the Layouts on which Contact 
List printing is based. 

Several Contact List templates are available. 

Template Name Description 

By Company 



The Template Setup options for Contact Lists are the same ones available for Contact Details: you 
specify the left, right, top and bottom margins for the printed output. 

, The Fit to Page option in the Printing Options dialog box lets you fit all fields in a contact list across one printed 
page, even if the List Layout it's based on contains more fields than will normally fit on the page. 



By Name 



Contact List 



Tabulated 
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Envelope Template Setup options 

Now Contact lets you place multiple text objects in an Envelope Template. The most typical use for 
multiple text objects is to place one in the upper-left corner and insert your return address into it, and 
place one in the middle of the envelope and insert the desired merge fields for contact information into 
it. 

Use the various graphics tools to add graphic elements such as lines, boxes, and pictures or logos as 
desired. 

To place a postnet bar code in the template, select the Bar Code tool in the Template Editor Toolbar and 
then click anywhere in the Template; the bar code appears where you clicked. The recommended 
placement is just below the address. When you print a document using this Template, Now Contact 
inserts the correct bar code for the contact being printed, instead of the placeholder shown on your 
screen. 

Template Name Description 

#10 Business-Center Feed 

#10 Business-Left Feed 

#10 Business-Right Feed 

B4 

B5 

C4 

C5 

C6 

DL-Center Feed 
DL-Left Feed 
DL-Right Feed 
Personal-Center Feed 
Personal-Left Feed 
Personal-Right Feed 
Post Card 

Post Card-Left Feed 
Post Card-Right Feed 
Ship Envelope 



Label Template Setup options 

You can create or modify Templates for labels of virtually any size. Since labels are frequently used to 
place shipping information on packages, Now Contact provides you with the same options for Label 
Templates as for Envelope Templates. 

A Label Template consists of one or more text objects, usually depending on the size of the basic label 
you're printing. A large shipping label might contain one text object for a return address and another for 
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a destination address. Label Template text objects can contain static text or merge fields you specify for 
each contact printed. 



Template Name 

Label Printer Address 



Description 



Label Printer Shipping 
Label Printer Diskette 
89.23 - 89mm x 23mm 
89.36 - 89mm x 36mm 
Avery 4010 -1x3.5 
Avery 4144 -1x2.5 (3) 
Avery 4145 -1x3.5 (1) 
Avery 4166 -3x5 (1) 
Avery 4602 -1x3.5 (2) 
Avery 4603 -1x3.5 (3) 
Avery 5160 -1x2.5 (10) 
Avery 5160 -1x2.5 (30) 
Avery 5161 -1x4 
Avery 5162 -1.3x4(14) 
Avery 5163 -2x4 (10) 
Avery 5164 -3.35x4 (6) 
Avery 5196 -Disk 
Avery 5197 -1.5x4(12) 
Avery 5266 -File .7x3.5 
Avery 5660 -1x2.75(30) 
Avery 5663 -2x4.25 (10) 
L7160-63.5 x 38.1 
L7161-63.5 x 46.6 
L71 62-99.1 x 34 
L7163- Disk 3.5in 
L7164- Disk 5.25in 
L7165-99.1 x 67.7 
L7166-99.1 x 93.1 
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Fax Template Setup options 



You can create coversheets for your faxes in Now Contact. A Sample Fax Coversheet template is 
included. 

Letter Template Setup Options 

Letters are are easy to create in Now Contact. A sample letter template is included. 
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Chapter 22 

Printing Contacts 



Now Contact provides a variety of ways to print the information in your contact file, including lists of 
contacts, individual contact details, address book pages, envelopes, and labels. Use templates — 
predefined sets of formatting specifications — to create and format printed output quickly, or design your 
own templates. 



Printing Contact Information 



You can select to print any or all contacts in the List View or the entire contents of your contact file. 



The Page Setup option under the Pile menu is dimmed unless you are working in the Now Contact Word 
Processor. All print size options for template printing are available by clicking "Select Template" from the 
Print dialog box 



To print contact information on a Macintosh: 

1. Select the contact(s) whose information you want to include in the print job. 

Select the contact(s) in the List View, or narrow the contents of the List View to the desired 
contacts by using the Find function or QuickFind. 
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Choose Print from the File menu, or press 18 - P on Macintosh (See below for instructions for 
Windows users). 

The standard Print dialog box is displayed. 
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From the Print dialog pop-up menu, choose Now Contact. 
The Print Options dialog is displayed. 
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4. Click Select Template. 

The Define Templates dialog box appears. 
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5. Select the template that you want to use for printing. 

If none of the predefined templates meet your printing needs, you may need to create or 
modify a template. See Chapter "Using Templates" starting on page 241 for more information. 

6. Click OK. 

You're returned to the Print dialog. 

7. Choose Now Contact from the pop-up menu so that you can set template printing options. 

8. Set the template printing options using options in the "Which" pop-up menu. 
Choose... To print... 



Template Preview 

Selected contacts 
Marked contacts 
Current list 
Entire contact file 



The Template only with no contacts, and the merge fields 
themselves. 

The contacts that are currently selected in the List View. 
The contacts that you've previously marked. 
The contacts currently displayed in the List View. 
All of the contacts in the contact file. 
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If the Template you selected offers additional printing options, click the "Printing 
Options..." button to specify those options. 
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(The Printing Options button will be dimmed if there are no additional printing options for 
the Template you selected in step 4.) 

Not all of the printing options (listed below) are available for every type of print job. 
Select... To specify that Now Contact will... 



Print Short Field 
Labels 



Print Template 
Outline 

Break Pages By 
Letter 

Include Letter 
Headers 

Variable Height 
Entries 

Fit to Page 

Always Sort By 
Listing 

Single-Sided 

Double-Sided 



Print the short labels for the Primary Address fields, all Phone 
fields that contain data, and Custom Fields for which you 
defined short field labels. 

Print the outline of the Template's margins. 



Always start a new Address Book page each time a new letter 
of the alphabet is reached. 

Place a letter header before each alphabetical group of 
contacts. 

Allow the height of entries on your printed pages to vary 
according to the amount of information they contain. 

Fit all fields in a contact List across one printed page. 

Sort the printout based on your Listing format, regardless of 
the current sort order. 

Print simple, single-sided output. 

Print true double-sided output; requires turning over each 
printed sheet and re-feeding it into the printer. 



Note:When printing double-sided output, select 'Manual Feed' in the Print Dialog. Now Contact prints the first 
side of all pages, then prompts you to turn over the pages and feed them back into the printer. 

10. Click Print. 

If you're printing labels, a dialog box appears. If you want to start printing on a label other 
than the first one in the upper-left corner of the sheet, click the label that you want to start 
printing with — the labels preceding it become shaded, indicating that Now Contact will 
skip them. Specify the number of labels to print and click OK. 

The contact information is printed. 
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To print contact information on Windows: 

1. Select the contact(s) whose information you want to include in the print job. 

Select the contact(s) in the List View, or narrow the contents of the List View to the desired 
contacts by using the Find function or QuickFind. 

2. Choose Print from the File menu, or press Ctrl - P. 
The Print dialog is displayed. 



hnriH 

Hm*. |HB DnKht JUT! ,1 V/L.'&T. 
Matt UUP 



- ■ 




7 



Click the Select Template button on the right side. 
The Define Templates dialog appears. 
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Select the Template that you want to use for printing. 

If none of the predefined Templates meet your printing needs, you may need to create or 
modify a Template. See Chapter "Using Templates" starting on page 241 for more information. 
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Click OK. 




You're returned to the Print dialog. 


Set the template printin 


5 options using options in the "Which Contacts:" pop-up menu. 


Choose... 


To print... 


Template Preview 


The Template only with no contacts, and the merge fields 




themselves. 


Selected contacts 


The contacts that are currently selected in the List View. 


Marked contacts 


The contacts that you've previously marked. 


Current list 


The contacts currently displayed in the List View. 


Entire contact file 


All of the contacts in the contact file. 



If the Template you selected offers additional printing options, click the "Printing 
Options..." button to specify those options. 

The Printing Options button will be dimmed if there are no additional printing options for 
the Template you selected in step 4.) 
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8. Click OK. You are returned to the Print dialog. 
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Not all of the printing 
Select... 



options (listed below) are available for every type of print job. 
For Now Contact to... 



Print Short Field 
Labels 



Print Template 
Outline 

Break Pages By 
Letter 

Include Letter 
Headers 

Variable Height 
Entries 

Fit to Page 

Always Sort By 
Listing 

Single-Sided 

Double-Sided 



Print the short labels for the Primary Address fields, all Phone 
fields that contain data, and Custom Fields for which you 
defined short field labels. 

Print the outline of the Template's margins. 



Always start a new Address Book page each time a new letter 
of the alphabet is reached. 

Place a letter header before each alphabetical group of 
contacts. 

Allow the height of entries on your printed pages to vary 
according to the amount of information they contain. 

Fit all fields in a contact List across one printed page. 

Sort the printout based on your Listing format, regardless of 
the current sort order. 

Print simple, single-sided output. 

Print true double-sided output; requires turning over each 
printed sheet and re-feeding it into the printer. 



9. Click OK to print. 

The contact information is printed. 

Note: If you're printing labels, a dialog appears. If you want to start printing on a label other than the first one 
in the upper-left corner of the sheet, click the label that you want to start printing with — the labels preceding it 
become shaded, indicating that Now Contact will skip them. Specify the number of labels to print and click OK. 
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Chapter 23 

Using the Word Processor 



You can use Now Contact's built-in word processor to create documents such as letters and faxes that can 
be either individual documents for a single contact, or merge documents for multiple contacts. 



Creating Documents 



When you create a document, you can choose a template to determine the document specifications. Now 
Contact includes several preset document templates, or you can design custom templates using the 
Template Editor. See Chapter "Using Templates" starting on page 241 for more information. 

Word Processor Toolbar 

The Now Contact Word Processor Toolbar buttons are described below. 



New Next Insert 

Document Save Cut Paste Preview Contact Merge Field 



Open Print Copy Clear Previous Insert Compound 

Contact Merge Field 



The Word Processor text formatting buttons are identical to buttons in the Template Editor. See "Template Editor 
Toolbar" on page 242 for more information. 

Creating a letter or fax 

The word processor provides all of the tools you need to create letters and faxes. 

To create a letter or fax: 

1. Select the contact you'll be sending the document to. 

You can either select the contact in the List View, or open the Detail View for the contact. 
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2. Choose New from the File menu. 

A dialog opens where you can select the type of new file you want to create. 




Depending on the type of document you want to create, click the Letter or the Fax icon. 
The icon becomes highlighted. 

From the Template pop-up menu, choose the template to use as the basis of the letter or fax. 

This pop-up menu displays all of the available templates for the currently selected docu- 
ment type. To create a document without any preset formatting specifications, choose Blank 
Page and modify the document as needed. 

Click OK. 

The Now Contact word processor opens. If you selected a template that contains merge 
fields, they're replaced by the actual data from the selected contact. 
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Right margin 
control 



Type any additional text to be included in the document. 
Add text as necessary, as you would in any word processor. 

When you've finished working on your document or you want to save your work, choose 
Save from the File menu or click the Save button in the Toolbar. 

A standard directory dialog box appears, allowing you to name your document and choose 
a location for storing it on your hard disk. The dialog box also includes a pop-up menu for 
choosing a file type. 
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8. Choose a file type from the File Type pop-up menu. 

Save the document as a Now Contact file to make it accessible from within Now Contact's 
word processor, or save it as a text file to open it with another word processor. 

9. Enter a name and choose a location for the document, then click Save. 
The document is saved in the location you specified. 

10. Close the Word Processor by clicking its Close box, or by choosing Close from the File 
menu. 



Printing Documents 



Two printing procedures are presented in this section. The first assumes that you want to view and 
possibly modify the document before you print it. The second procedure shows you how to take 
advantage of Now Contact's Template-based printing to print your document without previewing it. 

To view and then print a document: 

1. Select the contact(s) to whom you'll be sending the document. 

You can either select the contacts in the List View, or reduce the contents of the List View to 
the desired recipients of the document by using the Find function or QuickFind. 

Tip: If you're printing a merge document, you can also choose to send it to all marked con- 
tacts or to all of the contacts in your contact file. 



2. Open the document that you want to print. 

3. Make any desired changes to the document, or preview it if desired. 

4. Choose Print from the File menu. 

The Print dialog box opens with special Now Contact options at the bottom. 

5. Set the Now Contact printing options as desired. 

Select the Attach document to Contact(s) checkbox if you want to add the document to the 
Contact Log(s) of the contact(s) you've selected to receive it. 

If you're printing a merge document, choose from the Which contacts pop-up menu. 
Choose... To print... 



Template Preview 

Selected Contacts 
Marked Contacts 
Current list 
Entire Contact File 



The document with no contacts, showing the merge fields 
themselves. 

The contacts currently selected in the List View. 
The contacts that you've previously marked. 
The contacts currently displayed in the List View. 
All of the contacts in the contact file... 



merge) 



The Which contacts pop-up menu is dimmed when you're printing an individual (non- 
document. 
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Click Print. 

The document is printed. 



In merge documents, the order in which the contacts are printed is determined by the cur- 
rent list's sort order. 



To print a document without previewing or modifying it: 

1. Select the contact(s) to whom you'll be sending the document. 

2. Choose Print from the File menu. 

The Print dialog box opens with special Now Contact options at the bottom. 

3. Click Select Template. 

The Template Selection dialog box appears. 

Choose Fax or Letter from the Template Type pop-up menu. 

4. Select the Template that you want to use for printing. 

5. Click OK. 

You're returned to the Print dialog box. 

6. Set the Now Contact printing options as desired. 

See step 5 in the previous procedure for an explanation of these options. 

7. Click Print. 

The document is printed. 
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Chapter 24 

Creating A Merge Letter Or Fax 



Creating a merge document is very much like creating an individual document, except that you specify 
multiple contacts as recipients instead of just one. 

To create a merge letter or fax: 

1. Select the contacts you'll be sending the merge letter or fax to. 

You can either select the contacts in the List View, or reduce the contents of the List View to 
the desired recipients of the document by using the Find function or QuickFind. 

Tip: At print time, you can also choose to send a merge document to all marked contacts, or to 
all of the contacts in your contact file. 

2. Choose New from the File menu, or click the New Document button. 
A dialog box opens where you can select the type of new file you want to create. 

3. Depending on the type of document you want to create, click the Letter or the Fax icon. 
The icon becomes highlighted. 

4. From the Template pop-up menu, choose the Template to use as the basis of the letter or fax. 
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Click OK. 

The Now Contact Word Processor opens. If you selected a Template that already contains 
merge fields, they appear in your document. 
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6. Insert additional text or merge fields into the document as desired. 

To insert a merge field, position the cursor where you want the merge field to go, then 
choose the desired merge field using the Compound Merge Field or Merge Field pop-up 
menus. 

7. Preview your merge document with actual contact data, if desired. 

Click the Preview button to see how the document looks with the merge fields replaced by 
actual data. Click the Previous Contact or Next Contact buttons to move through the con- 
tacts. 

You can't edit your merge document in Preview mode; to resume editing the document, click 
the Preview button again. 

8. When you've finished working on your document or you simply want to save your work so 
far, choose Save from the File menu. 

A standard directory dialog box appears, allowing you to name your document and choose 
a location for storing it on your hard disk. The dialog box also includes a pop-up menu for 
choosing a file type. 

9. Depending on the desired result, choose Now Contact or Text from the File type pop-up 
menu. 

10. Enter a name and choose a location for the document, then click Save. 

The document is saved in the location you specified. For instructions on printing your docu- 
ment, see "Printing documents" on page 272 . 
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11. Close the Word Processor by clicking its Close box, or by choosing Close from the File 
menu. 

Using QuickMerge 

QuickMerge lets you quickly and easily merge contact data with existing merge templates or 
document files in Microsoft Word and WordPerfect. Macros supplied for these word processors 
automate most of the process for you, so that once you've created and saved your merge document, all 
that's left to do is select the contacts you want to merge, start QuickMerge, and specify the two files to 
be merged. 

QuickMerge supports Word versions 5.x, 6.x, Word 98 and Word 2001, as well as WordPerfect version 
3.5.x. The QuickMerge menu item and Toolbar button are available only when you have one of these 
programs installed. Drag and drop is supported in Microsoft Word 2001. 

Before you can use QuickMerge, you must create a template document with which to merge, as described in the 
next section. To use QuickMerge with the document you've created, see "Using QuickMerge with Existing 
Templates" on page 271 . 

Creating a Template to Use with QuickMerge 

Before you can use the new QuickMerge feature, you must create a template that uses data from Now 
Contact. How you do this depends on the word processor you are using and whether you want to start 
with a template supplied with Now Contact or a document created or supplied with your word 
processor. 

To create a Word 6 or Word 98 merge template for use with QuickMerge: 

1. Create or open the Word document you want to use as a QuickMerge template. If you're 
creating a new document, type in its entire text and save it before proceeding to step 2. 

2. Choose Mail Merge from Word's Tools menu and, on the Mail Merge Helper dialog box that 
appears, click the Create button and select the type of document you want to create. Word 
displays another dialog box. 

3. Click the Active Window button to specify that the open document will be used to make 
your template. 

4. Click the Get Data button on the Mail Merge Helper dialog box, then choose Open Data 
Source from the list that appears. 

A directory dialog box appears. 

5. In the directory dialog box, choose "All Files" in the "List Files of Type:" pop-up menu. 
Open the "Field Names" document that's under the folder where you installed Now Up-to- 
Date & Contact, in Now Contact /:QuickMerge Templates:MS Word 6 or MSWord 98. 

6. Click the Edit button under "Main Document" in the Mail Merge Helper dialog box. The 
Mail Merge Helper dialog box disappears, allowing you to edit the template document. 

7. Insert merge fields in your document by placing the cursor where you want a field to be, 
clicking the Field button on the Merge bar, and in the resulting Merge Field Number dialog 
box, selecting a merge field from the list next to the Field Name option, then clicking OK. 
When you've inserted all the merge fields you need, save the document. Your document is 
ready to be used as a mail merge template with QuickMerge, as described m'Using 
QuickMerge with Existing Templates" on page 271 . 
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To create a Word 5 merge template for use with QuickMerge: 

1. Create or open the Word document you want to use as a QuickMerge template. If you're 
creating a new document, type in its entire text and save it before proceeding to step 2. 

2. Choose Print Merge Helper from Word's View menu. Word displays a directory dialog box. 

3. Open the "Field Names" document that's under the folder where you installed Now Up-to- 
Date & Contact, in Now Contact /:QuickMerge Templates:MS Word 5. Word adds a data 
field at the top of the open document, and the Print Merge toolbar appears in the document 
window. 

4. Delete the data field that Word added at the top of the document. 

5. Insert merge fields in your document by placing the cursor where you want a field to be, 
clicking the Insert Field Name pop-up menu on the Print Merge toolbar, and dragging in 
the list it displays to select the type of data you want to appear in that merge field. When 
you've inserted all the merge fields you need, save the document. Your document is ready 
to be used as a mail merge template with QuickMerge. See "Using QuickMerge with Existing 
Templates" on page 271 for more information. 

To create a WordPerfect merge template for use with QuickMerge: 

1. Create or open the WordPerfect document you want to use as a QuickMerge template. If 
you're creating a new document, type in its entire text and save it before continuing with 
step 2. 

2. Click the Merge button at the top of the document window to display the Merge bar. 

3. Click the Field button on the Merge bar. WordPerfect displays the Merge Field Number 
dialog box. 

4. Select the Field Name option, then click Get Field Names. The Open Data directory dialog 
box appears. 

5. Locate and select the "Field Names" document located inside the folder where you 
installed Now Up-to-Date & Contact, in Now Contact /:QuickMerge Templates: 
WordPerfect. Then, click Names. The Merge Field Number dialog box reappears with the 
first field name, First Name, in the box next to the Field Name option. You can click the 
button next to this box and drag to change the field name selected. 

6. Click OK. 

To create a Word 2002 for Windows merge template for use with QuickMerge: 

7. Create or open the Word document you want to use as a QuickMerge template. If you are 
creating a new document, type in its entire text and save it before proceeding to step 2. 

8. With the document created in step 1 open, choose MailMerge Wizard from the Letters and 
Mailings submenu of the Tools Menu in Word. 

9. In the Wizard, select what type of document you are working on and click Next. For 
example, we will select Letters. 

10. When prompted to setup your letter, choose "Use the current document", and click Next. 

11. When prompted to select recipients, click on "Use an existing list" and click on the browse 
button. In the "Select Data Source" dialog, locate and open the following file: 

C:\Program Files\Now Software\Now ContactXQuickMerge Templates\Word\FieldNames.txt 
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12. In the File Conversion - FieldNames.txt dialog, keep the Windows (Default) text encoding 
option and click OK (no changes are needed in this dialog). 

13. In the Header Records Delimiters dialog, click OK (no changes are needed in this dialog. 

14. In the Mail Merge Recipients dialogs, click OK (no changes are needed in this dialog. 

15. After clicking OK in the Mail Merge Recipients dialog, you will be returned to your 
document. Click on Next: Write your letter in the Wizard. 

16. Now you can finish composing your mail merge document. To add Now Contact merge 
fields to your mail merge document, click on "More Items" in the Wizard, select a field and 
click "Insert". 

17. Save your mail merge document once you have completed inserting merge fields and 
making the changes you want. 

AT THIS POINT, EXIT THE MAIL MERGE WIZARD. Do not proceed to preview your letters in the Wizard. 
If you complete the wizard (by previewing the letters) you aren 't going to see any merged letters. 

Using QuickMerge with Existing Templtes in Windows. 

Word's Mail Merge Wizard creates merge documents AND merges your recipient list. A recipient list in the MM 
Wizard, is a text file containing field names. If you complete the wizard (by previewing the letters) you aren 't going to see 
any merged letters. 

Our instructions for creating a template tell them to save the file and exit the wizard before actually doing the merging in 
Word. I think most users will proceed with the merge in Word and get confused. 




Using QuickMerge with Existing Templates 

If you are using one of the predefined merge templates supplied with Now Up-to-Date & Contact, or a 
template that you have created to merge data from your Address Book, all that's left to do is select the 
contacts you want to merge, start QuickMerge, and specify the two files to be merged. 

To QuickMerge contact data with an existing merge template: 

1. In the contact List View, select the contacts you want to use in the merge. 

2. Select QuickMerge from the Contact menu or click the QuickMerge button. 
A directory dialog appears. 
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3. If you have multiple Word Processors on your computer, select the one you wish to use in 
the "Merge Using:" pop-up menu. 
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4. Select the merge template you want to use for the merge, then click Open. 

You can use one of the examples installed with Now Contact in the QuickMerge Templates 
folder, or use one you've created yourself. 

Another directory dialog appears. 
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5. Click Save to save the data source document. This document contains the contact data to be 
merged with your merge template document. QuickMerge launches the word processor 
program and merges the template and data source documents. Your word processor 
displays the results in a document window. 




If you are using Microsoft Word version 5 for Macintosh proceed with the next step, if not 
then you are finished. 



6. QuickMerge launches Word 5 with the merge template document opened. You must 
perform a few additional steps to specify how Word should complete the merge. 

7. From Word's View menu, choose the "Print Merge Helper..." option. A directory dialog 
appears. 

8. Select the data source document you saved in step 5, then click Open. Word 5 displays the 
data source document and merge template document in separate windows. 

9. Click the "Merge into New Document" icon the Print Merge toolbar. Word displays the 
results of the merge in a new document window. 



Printing documents 

Two printing procedures are presented in this section. The first assumes that you want to view and 
possibly modify the document before you print it. The second procedure shows you how to take 
advantage of Now Contact's Template-based printing to print your document without previewing it. 

To view and then print a document: 

1. Select the contact(s) to whom you'll be sending the document. 

You can either select the contacts in the List View, or reduce the contents of the List View to 
the desired recipients of the document by using the Find function or QuickFind. 

Tip: If you're printing a merge document, you can also choose to send it to all marked con- 
tacts or to all of the contacts in your contact file. 
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2. Open the document that you want to print. 

3. Make any desired changes to the document, or preview it if desired. 

4. Choose Print from the File menu. 

The Print dialog box opens with special Now Contact options at the bottom. 

5. Set the Now Contact printing options as desired. 

Select the Attach document to Contact(s) checkbox if you want to add the document to the 
Contact Log(s) of the contact(s) you've selected to receive it. 

If you're printing a merge document, choose from the Which contacts pop-up menu. 
Choose... To print... 



Template Preview 


The document with no contacts, showing the merge fields 




themselves. 


Selected Contacts 


The contacts currently selected in the List View. 


Marked Contacts 


The contacts that you've previously marked. 


Current list 


The contacts currently displayed in the List View. 


Entire Contact File 


All of the contacts in the contact file... 



The Which contacts pop-up menu is dimmed when you're printing an individual (non- 
merge) document. 



6. Click Print. 

The document is printed. 



In merge documents, the order in which the contacts are printed is determined by the cur- 
rent list's sort order. 



To print a document without previewing or modifying it: 

1. Select the contact(s) to whom you'll be sending the document. 

2. Choose Print from the File menu. 

The Print dialog box opens with special Now Contact options at the bottom. 

3. Click Select Template. 

The Template Selection dialog box appears. 

Choose Fax or Letter from the Template Type pop-up menu. 

4. Select the Template that you want to use for printing. 

5. Click OK. 

You're returned to the Print dialog box. 

6. Set the Now Contact printing options as desired. 

See step 5 in the previous procedure for an explanation of these options. 

7. Click Print. 

The document is printed. 
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Chapter 25 

Using QuickDay for Macintosh 

The QuickDay component adds a quick-access menu to your menu bar. It also lists the current day's 
Holidays and Special Events, Appointments, To-Dos, Calls and Undated To-Dos. The QuickDay menu 
lets you create new Events, edit existing Events and open Now Up-to-Date. This provides you with a 
quick way to glance at your schedule without having to launch Now Up-to-Date, or to edit any of the 
listed Events simply by choosing one of them. 

In OS X, QuickDay can be accessed from either the Menubar or Dock. 



Working with QuickDay 



The QuickDay menu makes it easy to view, create and edit Events, even when you're not running Now 
Up-to-Date. 

jp Note: Events that you create or modify using the QuickDay Event Info dialog box aren't saved to your calendar 
file until you open it in Now Up-to-Date. 



To check your schedule using the QuickDay menu: 

1. Pull down the QuickDay menu by clicking and holding the QuickDay menu bar icon. From 
the OS X Dock, click and hold the Now Up-to-Date Dock icon. 

2. Below the commands, the menu lists the current day's Holidays and Special Events, 
Appointments and Meetings (in chronological order), and To-Dos, Calls and Undated To- 
Dos. 

Tip: You can specify which Event types appear in the QuickDay menu. See "Setting Event 
Menu preferences" later in this chapter for more information. 
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To create a New Event using QuickDay: 

1. Choose the desired Event Type from the QuickDay menu. 

The QuickDay Event Info dialog box appears, with your primary calendar file listed at the 
top right. A new Event is created automatically with the default attributes. 

2. Enter the desired text and values for the new Appointment in the dialog box. 

There are a few limitations when using this dialog box to create or edit Events, as compared 
to using the Event Info window in Now Up-to-Date: 

• Public Events are created and edited offline, and aren't posted to the Now Up-to-Date 
Server until the next time you open your calendar file in Now Up-to-Date. 

• Only standard Repeating Events can be created; Custom Repeats aren't available. 

• You can't create or edit Sticky Notes, Banners or Graphics. 

3. Click Add to save the settings for the new Event. 

4. Click OK to close the dialog box. 



To edit an existing Event using QuickDay: 



1. Pull down the QuickDay menu. 

2. Choose any Event from the menu. 

The QuickDay Event Info dialog box appears with the Event selected. 

Choose a different year 



Choose a different month 



Click to select 
a particular day's 
Events 



The selected Event is 
highlighted on the 
list, and the associated 
information is 
displayed in the 
Event Info area 
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Click to create a 
new Event 



Click to delete 
the selected Event 



Modify Event 
information 
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3. Make any desired changes to the Event. 

Note the following limitations in this dialog box: 

• Public Events are created and edited offline, and are posted to the Now Up-to-Date 
Server until the next time you open your calendar file in Now Up-to-Date. If you've 
modified Events contained in password-protected Public Categories, you'll be prompted 
for the passwords when you open your calendar file. 

• Only standard Repeating Events can be created; Custom Repeats aren't available. 

• Editing the description of a Repeating Event changes the description of all future Events 
in the repeating series, without first asking you whether the change should affect one, all 
or future occurrences. 

• You can't edit Meeting Notices, only view them. 

• You can't create or edit Sticky Notes, Banners or Graphics. 

4. Click OK to save the new settings for the Event and close the dialog box. 



To edit an existing Event using QuickDay: 

Double-click the Event to open the Event Info window in Now Up-to-Date. 
Edit the Event. 
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Setting QuickDay preferences 

Use the Preferences settings in the QuickDay control panel to specify what items appear in the 
QuickDay menu, how QuickDay reminds you of your Now Up-to-Date Events, and more. 

To set QuickDay preferences: 

1. Folow the Steps according to the operating systemyou are using. 

l.Go to the Apple menu and choose Control Panels , then select QuickDay. 
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If you have selected a Primary calendar file, this name will appear at the bottom of the 
control panel. See "Creating a Calendar File" on page 37 for more information. 

t wpiimwrr j 1-Open Now Up-to-Date, then from the Now Up-to-Date menu, choose 
Preferences. Choose the QuickDay preferences pane. 



• OS 




5 * Q 



Depending on whether or not you want to use the QuickDay quick-access menu, select 
"On" or "Off." 

^ m Note: If you select "Off," you will not receive any reminders for which you've chosen the 
yr "Menu Bar Alert" notification option. You can close the control panel at this point, since 
the Event Menu will not he displayed. 

Select "Clock" to have a clock icon appear in the menu bar so that you can use 
the Event menu; select "Off" if you don't want to use the menu. 



s 



Under Menu Location, choose Dock, or Menubar, or both. 
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3. Click Preferences. 

The Preferences dialog box appears. 

4. Choose Event Menu tab. 
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5. Select the checkboxes for the Event types that you want to appear in the QuickDay menu. 

6. Select the checkboxes for the commands that you want to appear in the QuickDay menu. 

7. To set a Hot Key for an Event menu command, highlight the text field next to 
the command and press a key or key combination.Once you've configured a Hot 
Key pressing the corresponding key combination will activate that command. 

8. Specify a font and font size for the QuickDay menu text. 
Close the QuickDay Preferences. 
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To set Reminder preferences: 

1. Open the QuickDay Preferences. 

2. Choose Reminders from the Preferences pop-up menu. In OS X, choose the Reminders tab. 
The Reminders pane of the Preferences dialog box is displayed. 




Set a Default snooze delay for your Reminders. 

When a Reminder appears, you can delay it for this period of time by clicking Snooze. (You 
can also change the Snooze delay for an individual Event when its Reminder appears.) 

Set an Auto Snooze after delay for your alert dialog box Reminders. 

When a Reminder alert dialog box appears, it remains on screen until this period of time 
has passed; it then snoozes automatically for the amount of time you set for the default 
snooze delay in step 4. 

This setting applies only to alert dialog box Reminders. It ensures that the alert dialog boxes 
don't interrupt background processes such as printing or modem downloads. 

Set a Stop reminding after period for your Reminders. 

When a Reminder appears for an Event and you don't dismiss it, it reappears until the 
period of time specified here has passed. 

Select a default alert action for your Reminders. 

Dismisses Reminder turns off the alert when you acknowledge the Reminder. Snoozes 
Reminder delays the alert for the default snooze time you specified in step 4 when you 
acknowledge the Reminder. 

You acknowledge menu bar alerts by clicking on the menu bar display when the alert 
appears. You acknowledge dialog box alerts by pressing the Return or Enter key when the 
alert appears; depending on your selection here, either the Snooze for or Dismiss button in 
the dialog box is already highlighted. 

Close the QuickDay preferences. 
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Chapter 26 

Using QuickContact for Macintosh 



The QuickContact component adds a pull-down menu of Contacts, telephone numbers, email addresses, 
and options to your system menu bar. You can find, view, dial, and copy Contact information from 
QuickContact. You can also use QuickContact to launch Now Contact where you can modify Contact 
information and create new Contacts. 



QuickContact menu 
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Adding Contacts to QuickContact 



You specify which Contacts in your primary Contact File appear in the QuickContact menu in the by 
clicking the QuickContact button in the Contacts' Detail Views. When the button is depressed, that 
Contact's information will appear in the QuickContact menu, using the options that you select in the 
QuickContact Control panel. 

You must save the Contact File before the newly added Contact will appear in the QuickContact menu. 
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Configuring QuickContact 



Before you can use QuickContact to find Contacts and display frequently called Contacts in the quick- 
access menu, you need to set up the QuickContact preferences. 

To configure the QuickContact preferences: 

1. Open the QuickContact preferences. 

Open the QuickContact control panel by choosing Control Panels from the Apple 
menu, then locating and opening QuickContact. 
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If you have selected a Primary Contact File, this name will appear at the bottom of the 
control panel. See "Creating a Contact File" on page 155 for more information. 



Open Now Contact, then choose Preferences from the Now Contact menu. 
Choose the QuickContact preferences pane. 
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2. Enable QuickContact. 

Select the On radio button next to QuickContact Menu Icon. 



Choose Show in Dock, Show in Menubar, or both. 




3. Choose a font and size from the Menu Preferences pop-up menus. 



5. 



Select the "Show Phone Labels" checkbox if desired. 

Selecting this checkbox precedes the telephone numbers in the QuickContact menu and the 
QuickContact Find dialog box with a label indicating whether they are Work, Home, Fax or 
Mobile numbers (or a telephone number in a Custom Field). 

Click "Last Names First" if you wish to have the list displayed alphabetically by Last names 
rather than First names. 



9 



6. Click the Find Hotkey button. 

A dialog box appears where you specify a hotkey to open the QuickContact Find 
dialog box. 

6a. Press the desired key combination in the "Enter Hotkey:" text field. 

The hotkey can be any combination of letters and numbers plus one or more modifier key 
(Shift, Command, Option, Control or a function key). The key combination you press 
appears in the text field. 

6b. Click OK. 

Your hotkey is saved; press this key combination in any application to open the QuickCon- 
tact Find dialog box. 

7. Select an option from the Selecting item in menu pop-up menu. 

The four options in this pop-up menu determine what happens when you choose 
a Contact from the QuickContact pull-down menu. 



9 



Choose... 



To... 



Shows More Info 

Opens Contact 
Record 

Dials/Emails 
Primary 

Copies to Clipboard 



Display the Contact's essential information in the 
QuickContact Find dialog box. 

Open Now Contact and then open the Detail View for the 
selected Contact. 

Dial the Primary telephone number, or email to the Primary 
Email address for the Contact you chose. 

Copy the Contact's essential information to the Clipboard. 
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8. Set up the QuickContact menu and submenu. 

These options determine which phone, email, or URL will be displayed next to the Contact 
name in the QuickContact menu. To display only the Contact name (that is, to have all other 
information displayed under the submenu), choose None. 



Choose.. 



To., 



Nothing 
Primary Phone # 

Primary Email 

Work 

Fax 
Home 

Mobile 

Other 

Email 1 

Email 2 

URL 



Display only the Contact name in the QuickContact menu. 

Display the Contact's primary phone number in the 
QuickContact menu. 

Display the Contact's primary email address number in the 
QuickContact menu. 

Display the Contact's Work phone number in the 
QuickContact menu. 

Display the Contact's Fax number in the QuickContact menu. 

Display the Contact's Home phone number in the 
QuickContact menu. 

Display the Contact's Mobile number in the QuickContact 
menu. 

Display the Contact's Other number in the QuickContact 
menu. 

Display the Contact's Email 1 address in the QuickContact 
menu. 

Display the Contact's Email 2 address in the QuickContact 
menu. 

Display the Contact's URL in the QuickContact menu. 



These options allow you to select which Contact data will be displayed in the submenu for 
the Contact in the QuickContacts display. 



Choose.. 



To. 



Primary Info 
All Phone #s 
All Emails 
URL 



Display the Contact's primary information in the submenu. 
Display all of the Contact's phone numbers in the submenu. 
Display all of the Contact's email addresses in the submenu. 
Display the Contact's URL in the submenu for the Contact. 



9. Close the QuickContact preferences. 

Your QuickContact settings are saved. QuickContact settings are stored in the QuickCon- 
tact Preferences file located in the "Now Contact Prefs" folder inside your Preferences 
folder. 

10. Click the QuickContact icon in the menu bar or OS X Dock. 

The Contacts in your primary file that you've specified to include in QuickContact now 
appear in the QuickContact quick-access menu. 
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Working with QuickContact 



This section describes how to use QuickContact to view Contacts, create new Contacts, find a Contact, 
and more. 

To view a Contact using QuickContact: 

1. Click and hold the QuickContact icon in the menu bar or OS X Dock. 

The QuickContact menu displays several options and the list of Contacts you've selected 
from your primary Contact File. 

If you have selected options for the Contact submenu, the submenu will also be displayed. 
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Choose one of the Contacts in the menu. In OS X, choose "Show More Info" from the 
submenu for the desired contact. 

The QuickContact dialog box displays the Contact information for the selected Contact. 
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3. Click the Cancel button to dismiss the dialog box. 

Tip: Alternately, you can hold down the Option key while choosing a Contact from the 
QuickContact pull-down menu to open your primary Contact File in the full Now Contact 
■ application and open the Detail View for the selected Contact. 

To find a Contact using QuickContact: 

1. Choose "Find Contact" from the QuickContact menu. 
The QuickContact Find dialog box appears. 

2. Type the text you want to search for in the Find text field. 

QuickContact searches your entire Contact File based on First Name, Last Name, Company 
and Full Name, so choose the text to search for according to these criteria. The Full Name 
option allows you to search for Contacts simply by typing the first letters of their first and 
last names, with a space in between. 

Tip: To find and list all Contacts, press 86 - F (Mac) or Ctrl - F (Win) from the QuickFind 
Find Contact dialog. 



? 



3. Click the Find button (or press the Return or Enter key). 

The names of any contacts matching the text you entered appear in the box below the Find 
field, followed by their company names. The first contact in the found list is selected, and 
information for that contact appears to the right. 

To dial or email a Contact using QuickContact: 

1. Choose a contact from the QuickContact menu, or find a contact as described above. 
The QuickContact dialog box displays the contact information for the selected contact. 

2. Click the phone icon button next to the number you want to dial, or click the email icon 
next to the email address that you want to use. 

See "Dialing a Contact" on page 227 for more information. 

To modify a Contact using QuickContact: 

1. Choose a Contact from the QuickContact menu. In OS X, choose "Show More Info" from 
the submenu for the desired contact. 

The QuickContact dialog box displays the information for the selected Contact. 

2. Click the Open Contact button. 

Now Contact opens and displays the Detail View for the selected Contact. 

3. Modify the Contact information as desired. 

To create a new Contact with QuickContact 

1. Choose New Contact from the QuickContact menu. 

Now Contact opens and displays an empty Detail View window. 

2. Enter the new Contact information. 
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Chapter 27 

Using QuickPad for Macintosh 

QuickPad, included with Now Up-to-Date & Contact for OS 8.6 and OS 9, gives you the ability 
to enter new calendar and contact information quickly and at your convenience without forcing 
you to open the main applications. QuickPad uses SmartWords to automatically define and 
schedule events. See "Using SmartWords" on page 290 for more information. 



Working with QuickPad 



This section details how to use QuickPad's features to create events or contacts, find a contact, jot down 
notes, dial a call, and other useful functions. 

In order to use QuickPad to find a contact, you must already have selected a primary contact file in Noiu Contact. 
See "Working With Contacts," starting on page 165, 
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To create an Item with QuickPad: 

1. Open QuickPad by choosing it from the Apple menu or using the QuickPad hot key. 
See "Setting QuickPad preferences" on page 291 for more information on setting the hot key. 



Click to save the 
Event or Contact 



Enter Event Title 
using SmartWords 
to save effort — 

Enter desired text in 
the Description/Note 
field 



Click to choose a 
phone type 



Click to hide or show 
the Contact Info area 



Click to change 
To-Do or Call 
Status 




Timer duration 
display 

Click to open the 
Date/Time picker 



Contact Info area 



Click to dial the 
phone number 
being displayed 



m The appearance of the QuickPad window differs slightly for each event type. An Appoint- 
merit window, which contains a majority of the available elements, is shown above. 

2.Type a title for your item in the Title field. 

If the first word you type is a SmartWord, QuickPad selects the corresponding event type 
when you tab out of the field, and schedules the Event with the preset start and end times, 
if appropriate. To override the selection, click another Event type button at the top of the 
QuickPad window. 

Tip: If you enter a name in the Title field for an event, QuickPad will attempt to locate the 
appropriate contact and enter the information in the Contact fields automatically. In the 
■ example above, fohansen" was entered in the title field, and QuickPad filled in the rest of 
the contact information. To choose a different contact than the one that was selected auto- 
matically, click the head icon next to the Name field. 

Type additional text relating to this Item in the Description/Notes field. 

Set or override the date and the start and end times. 

You can also use the Date/Time Picker to choose a date and time. 

To attach a Contact from your Contact File, type the Contact's name in the Name field and 
press Tab. 

QuickPad searches for matching names from your Contact File. See "To find a Contact in 
QuickPad:," starting on page 289, 
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6. To accept a Contact name suggested by QuickPad, press Tab. 

The company name and primary telephone number for the Contact appear in the Company 
and Phone fields. 

7. Click the Save button. 

The Event is saved to your primary Calendar File. 

Tip: You can also save an item by pressing the Enter key, or by choosing Send Item from the 
File menu, or by pressing Command-S. 

If you simply close the QuickPad window, a dialog box appears asking if you want to save 
the item to its respective Calendar and/ or Contact File, or discard it. 

If you quit the QuickPad application, any open windows are retained without being saved 
to a Calendar and/or Contact File. The next time you launch QuickPad, the unsaved win- 
dows will open, along with a new window. 

To create a Contact in QuickPad: 

1. Open a QuickPad window by choosing QuickPad from the Apple menu or using the 
QuickPad hot key. 

2. If desired, enter Event information as described above. 

3. Type the new Contact's first and last names in the Name field, and press Tab. 

4. Type the Contact's company name in the Company field, and press Tab. 

5. Type the Contact's primary telephone number in the Phone field, and press Tab. 

6. Select a phone type (work or home) from the Phone types pop-up menu. 

7. Click the Save button. 



note: New contacts are stored according to the preferences you defined for New Contacts in 
the Now Contact Preferences dialog. 



To find a Contact in QuickPad: 

1. Open a QuickPad window by choosing QuickPad from the Apple menu or using the 
QuickPad hot key. 

2. Type a first or last name in the Name field, or a company name in the Company field, then 
press Tab. 

QuickPad automatically enters the first alphabetical matching name from your Contact File. 
If multiple matches are found, the Find Contact button appears as a head icon. If no 
matches are found, the Find Contact button appears as a question mark icon. 

3. Click the Find Contact button. 

If QuickPad found one or more matches, the matching Contacts are displayed. Select a Con- 
tact entry and click OK to add it to the QuickPad window. 

If QuickPad found no matching entries, the Find dialog box opens. You can then perform a 
more detailed search, or create a new Contact as described above. 
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To dial a phone number in QuickPad: 

1. Open a QuickPad window by choosing QuickPad from the Apple menu or using the 
QuickPad hot key. 

2. Find an existing Contact with its phone number, as described above, or enter a new phone 
number in the Phone field. 

3 . Click the Dial button. 

The dialing functions use the settings that you've specified in Now Contact. See "Dialing a 
Contact" on page 227 for more information. 



To attach an Event to a Contact from QuickPad: 

1. Create a New Item by choosing QuickPad from the Apple menu and choosing "New Item" 
from the File menu (Command-N), or use the QuickPad hot key. 

2. Enter the Event and Contact information. 

?Tip: Yon can attach Contacts to Events using the SmartWord "with." Just follow one of the 
SmartWords listed in the following table with the word "with," followed by a Contact's 
first, last, or company name. The first matching Contact found will be attached by default. If 
the Contact that was found is not the one you want, click the head icon next to the Contact 
name, then select the correct Contact from the found Contacts list. 

3. Choose Send Item from the QuickPad File menu, or press Command-S. 

The Event (or Note, if the item is a Note) will be attached to the Contact in your primary 
Contact File. If the item is an Event, it will be added to your primary Calendar file. 



Using SmartWords 

QuickPad uses SmartWords to help you create Events and attach Contacts without specifying an Event 
type in the Toolbar, or clicking the Find button to find a Contact. If the first word you type in the Title 
field is a SmartWord, QuickPad selects the corresponding Event type when you tab out of the field, and 
schedules the Event with preset start and end times. The following table lists the SmartWords that you 
can use to trigger specific actions in QuickPad. 

Tip: You can type SmartWords in any format you want — all capital letters, all lowercase letters, or any 
combination. 



Type this SmartWord... 


To trigger this action... 


with, w/, at, @, or see [first or 


attach a Contact name to the current Event, as in "lunch with 


last name] 


Monica". 


meet, meeting, appt, visit, or 


create an Appointment scheduled to start at the current time 


see 


by default. 


call, phone, ring, or fax 


create a Call scheduled for the current time. 


to-do, todo, or do 


create a To-Do scheduled for the current time. 


breakfast 


create an Appointment from 7:00 am to 8:00 am. 


lunch 


create an Appointment from 12:00 noon to 1:00 pm. 


dinner 


create an Appointment from 7:00 pm to 8:00 pm. 
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Type this SmartWord... 



To trigger this action. 



note or remember 



create a Note. 



Using QuickPad throughout the day 

Save space in the QuickPad display by clicking the Minimize button in the title bar, or pressing 
Command-M. When you minimize a window, only a small bar remains displaying the item's title, and 
you can drag the bar to any location. Click the Minimize button or press Command-M again to see the 
entire window. 



| call joe 

melisj 



schedule dentist 



P 7 ||]meet with sales dept j 



Minimize button 



1/ 



Minimizing a QuickPad window does not save the item to your Calendar or Contact file. You must specifically 
choose to Save or Add the item as described in the previous section. 



? 



Tip: QuickPad supports drag and drop, so you can drag selected text from the Description/Note field (or other 
fields) into Now Up-to-Date or Now Contact, to another application or to the Finder to create a clipping file. You 
can also drag text from other applications into QuickPad's text fields. 



Setting QuickPad preferences 

Preferences let you specify how you want to open the QuickPad application, and which Item type 
(Appointment, To-Do, Call, or Note) appears by default when you open a new window. 

Open the Now QuickPad application either by choosing it from the Apple menu or using the hot key 
specified in the QuickPad Preferences (File > Preferences). The default hot key is Control-Option- 
Command-Spacebar. 

To set QuickPad preferences: 

1. Choose Preferences from QuickPad's File menu. 

The QuickPad Preferences dialog box opens. The default hot key combination appears in 
the New Event Hot Key field. 



J c 
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2. Press the key combination you want to use to open a new QuickPad window in the New 
Event Type Hot Key field. 

Your hot key can be any combination of letters and numbers plus one or more modifier 
keys (Shift, Command, Option, Control or a function key). The key combination you press 
appears in the text field. 

3. Choose an item type from the Default Item Type pop-up menu. 

The item type you choose (Appointment, Call, To-Do or Note) will be selected by default 
when you open a new QuickPad window. 

4. Click OK. 

Your hot key is saved; you can now use it in any application to open a QuickPad window 
with the default item type you selected. 
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Chapter 28 

Using Grab-n-Go for Macintosh 



Grab-n'-Go is a a feature that allows you to select a piece of text in other applications and Ctrl or right- 
click on the selected text to bring up a contextual menu which allows you to create a new event in Now 
Up-to-Date. The selected text is used to form the title of the event and populate the details section of the 
event. 



Using Grab-n'-Go 



Gathering data from virtually any application (that uses standard contextual menu implementation), 
including Microsoft Office and major email clients, converting the data into notes, tasks, appointments, 
and more, is easy with Grab-n-Go. 

m Note: In applications that have non-standard contextual menus, including Microsoft Word and Microsoft Excel, 
contextual menus behave incorrectly when used repetitively. Specifically, each time you use a contextual menu 
within the application, a section of the contextual menu will he duplicated, until you quit and relaunch the 
program. This problem may be observed with other contextual menus, with or without Grab n' Go installed. 



To use Grab-n-Go: 

1. Go to an application that uses standard contextual menus. 

2. Select some text that you would like to convert into an event. 
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3. Ctrl-click or Right-click on the text. 
A conxtual menu appears. 



i Internet Explorer Help.,, 


e info 


, Copy 
Web Search 




j Now Up-ta-Daffe ► 


Create Appointment... 


less ana power users; 


CrealE Ta-Do... 


7 Trv Orass Pia Vfo rm f Group £ 
king. Palm Synctng, Mac OS H 


treale Call- 
Create Undated,, . 
Create Holiday.,, 




Create Banner... 


u\ b w a new a nil ne -d em d of Hi 


Create SikkyNore... 
Find Contacts. 



4. Select the type of Event desired. 

5. Now Up-to-Date launches and an Event Info window appears. 

The selected text appears in the title and populates the details section of the event. 
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Chapter 29 

Using QuickContact for Windows 



QuickContact adds a system tray menu which allows you access to your contacts without needing to 
launch Now Contact. You can find, view, dial, and copy contact information from QuickContact. You can 
also use QuickContact to launch Now Contact where you can modify contact information and create new 
contacts. 



Find Cnrtadt 
Ne« Contact 

Open Phn COt4Ct 


— QuickContact menu 






a 



Configuring QuickContact 



Before you can use QuickContact to find contacts and display frequently called contacts in the quick- 
access menu, you need to set up the QuickContact preferences. 

This section assumes that you installed QuickContact when you installed Now Contact, and that you've 
restarted your computer since installation. If this isn't the case, please do so before proceeding. 
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To open the QuickContact preferences: 

1. Right-click on the QuickContact icon in your System Tray and choose Preferences. 
The QuickContact Preferences dialog appears. 
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To see the QuickContact icon in the System Tray, Make sure "Show in system Tray when Windows starts" is 
checked 

To Specify a Primary File: 

If you have selected a primary contact file, this name will appear at the bottom of the dia- 
log. See "Creating a Contact Tile" on page 155 for more information. 
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1. Press the browse button if you have not yet specified a primary contact file. 
A standard file dialog appears. 



— II ■ = 

Set Primary Contact File 


? 


Look in: | (£| My Documents 


jj <> it] cj- 



9 My Archives 
Ir^Mv eBooks 
Ir^My Music 
^My Pictures 



Sample Contact File 



File name: jSample Contact File 



Files of type: | DB Files 



□ pen 



~3 



Cancel 



J 



2. Navigate to the file you wish to select and press Open. 

To Set a Find Hotkey: 

1. Click the "Set Find Hotkey" button. 

A dialog box appears where you specify a hotkey to open the QuickContact Find dialog 
box. 



tiel lind hnftEj be\om 

|CM*5rH+H + < 



2. Press the desired key combination in the hotkey text field. 

The hotkey can be any combination of letters and numbers plus one or more modifier key 
(Shift, Control, Alt, or a function key). The key combination you press appears in the text 
field.The default Hotkey is Shift + CTRL + ALT + 1 . 

3. Click OK. 

Your hotkey is saved; press this key combination in any application to open the QuickCon- 
tact Find dialog. 
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To Set How the Find Results are Sorted: 

1. Select how you would like find results sorted if desired. These options determine how the 
results will be displayed. 



Choose... 

Company 
First Name 
Last Name 



To... 

Display find results sorted by company. 
Display find results sorted by first name. 
Display find results sorted by last name. 



2. Choose Ascending or Descending to determine how the result are alphabetically sorted. 

To Set The Display of the QuickContact List: 

1. Select a display option from the Main Menu Displays pop-up menu. These options 
determine what will be displayed in the QuickContact menu. 



Choose... 

Last, First Middle 
Last, First 
First Middle Last 
First Last 
Company 

Last, First, Company 



To... 

Display the contact's last name, first name and middle name. 

Display the contact's last name and first name. 

Display the contact's first name, middle name and last name. 

Display the contact's first name and last name. 

Display the contact's company. 

Display the contact's last name, first name and company. 



2. Select a secondary display option from the Selecting item in menu pop-up menu.These 

options determine which phone, email, or URL will be displayed next to the Contact name 
in the QuickContact menu. 



Choose.. 



To. 



Nothing 
Primary Phone # 

Primary Email 

Work 

Fax 
Home 

Mobile 

Other 



Display only the Contact name in the QuickContact menu. 

Display the Contact's primary phone number in the 
QuickContact menu. 

Display the Contact's primary email address number in the 
QuickContact menu. 

Display the Contact's Work phone number in the 
QuickContact menu. 

Display the Contact's Fax number in the QuickContact menu. 

Display the Contact's Home phone number in the 
QuickContact menu. 

Display the Contact's Mobile number in the QuickContact 
menu. 

Display the Contact's Other number in the QuickContact 
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Choose... To... 



Email 1 


Display the Contact's Email 1 address in the QuickContact 




menu. 


Email 2 


Display the Contact's Email 2 address in the QuickContact 




menu. 


URL 


Display the Contact's URL in the QuickContact menu. 


Select an option from the "Selecting item:" menu pop-up menu. 


The four options in this pop-up menu determine what happens when you select a contact 


from the QuickContact menu. 


Choose... 


To... 


Shows More Info 


Display the contact's essential information in the 




QuickContact Find dialog box. 


Opens Contact 


Open Now Contact and then open the Detail View for the 


Record 


selected contact. 


Dials Primary Phone 


Dial the Primary phone number for the contact you chose. 


Copies to Clipboard 


Copy the contact's essential information to the Clipboard. 



Select which Contact data will be displayed in the submenu for the Contact in the 
QuickContacts display by placing a checkmark next to each item you would like displayed. 



Choose... 



To... 



Primary Info 
All Phone #s 
All Emails 
URL 



Display the contact's primary information in the submenu. 
Display all of the contact's phone numbers in the submenu. 
Display all of the contact's email addresses in the submenu. 
Display the contact's URL in the submenu for the contact. 



5. Close the QuickContact preferences and a confirmation dialog appears. 
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6. Click "Yes" to save your settings. 

7. Right-click and hold the QuickContact icon in the System Tray. 

The contacts in your primary file that you've specified to include in QuickContact now 
appear in the QuickContact quick-access menu. 
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Working with QuickContact 



This section describes how to add contacts to the QuickContact menu, use QuickContact to view 
contacts, create new contacts, modify contacts, and more. 

Adding Contacts to QuickContact 

You specify which contacts in your primary contact file appear in the QuickContact menu by clicking 
the QuickContact button in the contacts' Detail Views. When the button is depressed, that contact's 
information will appear in the QuickContact menu, using the options that you select in the 
QuickContact Preferences. You may also view and set QuickContacts in List view. To do so, be sure to 
have the QuickContact field delected to display in List view. 

You must save the contact file before the newly added contact will appear in the QuickContact menu. 

To view a contact using QuickContact: 

1. Right-click and hold the QuickContact icon in the System Tray. 

The QuickContact menu displays several options and the list of Contacts you've selected 
from your primary Contact File. 

If you have selected options for the contact submenu, the submenu will also be displayed. 
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2. 



Choose one of the Contacts in the menu. If you have selected "Show more info" in the 
selection preference, The QuickContact dialog box displays the Contact information for the 
selected Contact. 
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3. Click the Close button to dismiss the dialog. 

To create a new contact with QuickContact 

1. Choose New Contact from the QuickContact menu. 

Now Contact opens and displays an empty Detail View window. 

2. Enter the new contact information. 

To email a contact using QuickContact: 

1. Right-Click and hold on the QuickContact icon in the system tray. 

1. Choose a contact from the QuickContact menu. 
Navigate to the submenu and choose an email address. 

Your default email application launches and a new email to the selected contact appears.. 

2. Follow whatever directions your email program requires to send the email. 

Tip: Sending email to a contact can be logged to the Notes/History section of the contact's Detail View See 
"Setting Internet Preferences" on page 162 for more information. 
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To dial a contact using QuickContact: 



Right-Click and hold on the QuickContact icon in the system tray. 
Choose a contact from the QuickContact menu. 

Navigate to the submenu and choose the phone number you wish to dial. 
A QuickContact Dialer dialog appears. 



QurekConlscI Dialer 
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2. Verify the number is correct and click the Dial button 
See "Dialing a Contact" on page 227 for more information. 

3. The Windows Dialer software (if present) launches and attempts to dial the phone. 

— In the Dialing pane of the Preferences window in Now Contact, you can specify that Noiu Contact always creates 
"fyr a new call event whenever you dial a contact. 



To modify a contact using QuickContact: 

1. Right-Click and hold on the QuickContact icon in the system tray. 

1. Choose a contact from the QuickContact menu. 

Navigate to the submenu and choose "Open Contact" for the desired contact. 

2. Now Contact opens and displays the Detail View for the selected contact. 

3. Modify the contact information as desired. 
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Finding Contacts Using QuickContact 



QuickContact is an invaluable tool for quick access to a contact's information. You can find the desired 
contact and view their detailed information without opening Now Contact. 

To find a Contact using QuickContact: 

1. Right-Click and hold on the QuickContact icon in the system tray. 

2. Choose "Find Contact" from the QuickContact menu. 
The QuickContact Find dialog appears. 
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3. Type the text you want to search for in the Find text field. 

As you type, the contacts matching the text you entered appear below the Find field. 

4. The first contact in the found list is automatically selected, and detailed information for that 
contact appears on the right. 

QuickContact searches your entire contact file based on first name, last name, and. company. 

Found contacts appear sorted by the options you set in QuickContact Preferences. 



tTip: Choosing "Starts with" sets QuickContact to find contacts whose first, last , or company names begin with 
the letters you type. 

Tip: Choosing, "Contains" will match contacts who have the find criteria anywhere within their first, last or 
company names. 
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Chapter 30 

Using QuickDay for Windows 



The QuickDay component adds a quick-access menu to your menu bar. It also lists the current day's 
Holidays and Special Events, Appointments, To-Dos, Calls and Undated To-Dos. The QuickDay menu 
lets you create new Events, edit existing Events and open Now Up-to-Date. This provides you with a 
quick way to glance at your schedule without having to launch Now Up-to-Date, or to edit any of the 
listed Events simply by choosing one of them. 




QuickDay Icon 



Setting QuickDay Preferences 



Set the options in the QuickDay Preference Pane within Now Up-to-Date to specify what items appear in 
the QuickDay menu, how QuickDay reminds you of your events, and more. 

To set QuickDay preferences: 

1. Right-click and hold the QuickDay icon in the System Tray 

2. Choose "Preferences" from the menu. 
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3. 



Now Up-to-Date opens, your primary file (if set) is displayed and the QuickDay 
pane appears. 
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4. Select the checkboxes for the Event types that you want to appear in the QuickDay menu. 

5. Select the checkboxes for the commands that you want to appear in the QuickDay menu. 

6. Close the QuickDay preference pane. 

To set reminder preferences: 



1. Set a Default snooze delay for your Reminders. 

When a Reminder appears, you can delay it for this period of time by clicking Snooze. (You 
can also change the Snooze delay for an individual Event when its Reminder appears.) 

2. Set an Auto Snooze after delay for your alert dialog box Reminders. 

When a Reminder alert dialog box appears, it remains on screen until this period of time 
has passed; it then snoozes automatically for the amount of time you set for the default 
snooze delay in step 4. 

This setting applies only to alert dialog box Reminders. It ensures that the alert dialog boxes 
don't interrupt background processes such as printing or modem downloads. 

3. Set a Stop reminding after period for your Reminders. 

When a Reminder appears for an Event and you don't dismiss it, it reappears until the 
period of time specified here has passed. 
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4. 



Select a default alert action for your Reminders. 



Dismisses Reminder turns off the alert when you acknowledge the Reminder. Snoozes 
Reminder delays the alert for the default snooze time you specified in step 4 when you 
acknowledge the Reminder. 

You acknowledge menu bar alerts by clicking on the menu bar display when the alert 
appears. You acknowledge dialog box alerts by pressing the Return or Enter key when the 
alert appears; depending on your selection here, either the Snooze for or Dismiss button in 
the dialog box is already highlighted. 

5. Close the QuickDay preferences. 



Using QuickDay 



The QuickDay menu makes it easy to view, create and edit Events, even when you're not running Now 
Up-to-Date. 

Events that you create or modify using the QuickDay Event Info dialog aren't saved to your calendar file until 
you open it in Now Up-to-Date. 

To check your schedule using the QuickDay menu: 

1. View the QuickDay menu by right-clicking and holding the QuickDay System Tray icon. 

2. Below the commands, the menu lists the current day's holidays and special events, 
appointments and meetings (in chronological order), and to-dos, calls and undated to-dos. 

Tip: You can specify which event types appear in the QuickDay menu. See "Setting Event 
Menu preferences" later in this chapter for more information. 

To create a new event using QuickDay: 

1. Choose the desired event Type from the QuickDay menu. 

The QuickDay event Info dialog box appears, with your primary calendar file listed at the 
top right. A new event is created automatically with the default attributes. 

2. Enter the desired text and values for the new appointment in the dialog. 

There are a few limitations when using this dialog box to create or edit events, as compared 
to using the Event Info window in Now Up-to-Date: 

• Public events are created and edited offline, and aren't posted to the Now Up-to-Date 
Server until the next time you open your calendar file in Now Up-to-Date. 

• Only standard repeating events can be created; Custom Repeats aren't available. 

• You can't create or edit Sticky Notes, Banners or Graphics. 

3. Click Add to save the settings for the new Event. 

4. Click OK to close the dialog. 
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To edit an existing Event using QuickDay: 

1. Double-click the Event to open the Event Info window in Now Up-to-Date. 

2. Edit the Event. 
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Chapter 31 

Syncing with a Palm for 

Mac Users 

Now Up-to-Date & Contact and Your Palm 
Compatible Device 

Introduction 

Using Now Up-to-Date & Contact with your Palm™ (or Palm compatible device) is both simple and 
efficient. This section provides an overview of the basics of synchronization, how to install the 
synchronization software, how to perform your first "HotSync," and how to customize the exchange of 
information between your Palm and Now Up-to-Date & Contact. 

For the latest information, including FAQ (Frequently Asked Questions) and online support, visit our 
Customer Support web site: 

http:/ / support.poweronsoftware.com 

Benefits 

Why would you want to share information between Now Up-to-Date & Contact and a Palm computer? 
The Palm is a handheld computer, also known as a PDA or "Personal Digital Assistant." Its primary 
advantage is its size. It truly is a handheld computer, designed to fit into your pocket and be carried along 
with you. The Palm is not a replacement for your laptop or desktop computer. It is a replacement for the 
bulky paper calendar and address book many of us carried for years. In addition, it allows you to quickly 
and easily refer to your calendar and schedule appointments, as well as create To-dos AND have detailed 
information about all your contacts. 

Imagine being able to take all of the information you've stored in Now Up-to-Date & Contact and with 
the touch of a button, move the information from your Mac and "drop" it into your Palm. Then, after 
you've made changes to the information on your Palm, send it back to your Mac just as easily. 

Now Up-to-Date & Contact's group scheduling and shared contacts can be copied right to your Palm, but 
only the ones you specify. You select what Events, To-dos, and Contacts to synchronize to your Palm, 
using your Now Up-to-Date and Contact Categories, simply by selecting the items from a list. 
Additionally, Now Up-to-Date & Contact provides custom synchronization to not only the standard Palm 
Calendar software, but also to Datebook+ and DateBk3 & DateBk4 for the Palm OS. You can always be 
truly in Contact and Up-to-Date! 
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Before You Begin— Requirements 

Please read this entire guide, or at least "Installing the Now Up-to-Date & Contact Synchronization 
Software" on page 310 and "Your First HotSync" on page 313. 

• Your Palm handheld computer should be running Palm OS Version 3 or higher. 

• Check to make sure you have installed the current version (Version 2 or higher) of the Palm HotSync 
software (also known as the "MacPac") on your system. Palm HotSync is required for the HotSync 
software and to store and edit memos. You can download the Palm HotSync from: 

http: / / www.palm.com/support/ downloads / palmdtmacdl.html 

• In addition, if you have an iMac, iBook, or any of the new Macs with USB you may need the USB 
software from Palm (at the same URL as above). Serial to USB adapters are available at computer 
retailers and online. 

• As always, make a backup of your data before you install any new software on your Mac or Palm. 
That means both the data on your Mac and the data on your Palm. 

• "Synchronization" or "syncing" or "sync" or "synchronized." Basically, to "sync" means to "make 
the same." Simply stated, syncing will carry changes you've made on either your Palm or in Now 
Up-to-Date & Contact and copy them to the other. You can safely make changes on one or both and 
sync. 

The software performing the synchronization is called a "conduit." The Now Up-to-Date & Contact 
Installer or Updater will install the appropriate conduits for you. 

The Now Up-to-Date and Contact Palm conduits are designed for syncing your Palm with only ONE Palm 
User per Macintosh. Failure to heed this warning can result in data corruption (e.g., duplicate records). 



Installing the Now Up-to-Date & Contact 
Synchronization Software 

Installation 

J. Install the Palm HotSync software before you install Version 4.0 of Now Up-to-Date & Contact. It is also a good 
* idea to test sync to the Palm Desktop before installing and syncing with Now Up-to-Date & Contact to ensure 
that general Palm synching is working properly. This will also act as a backup for your Palm data. 

The Now Up-to-Date & Contact installer is designed to automatically install the required conduits on 
your Mac. 

If the Palm HotSync software is not installed, the Now Up-to-Date & Contact installer or updater will 
display a message to alert you. 

If you install Palm HotSync software after you install Now Up-to-Date & Contact, you will have to 
rerun the Now Up-to-Date & Contact installer or updater to put the conduits into place. The installer or 
updater will allow you to select "Custom Install" ("Easy Install" is the default) and select only the Palm 
Conduit selections. 

The Now Up-to-Date & Contact conduits are installed in the Palm folder on your Mac in the "Conduits" 
folder. When Now Up-to-Date & Contact installs the conduits, it will move the Palm Desktop conduits 
(Address, Datebook, and To-Do) to the "Disabled Conduits" folder. In addition, the Now Up-to-Date & 
Contact installer/ updater will move conduits from other applications that also sync to the Address, 
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Calendar, and To-do sections of the Palm to the Disabled Conduits folder, and will attempt to determine 
if any other "non-compatible" conduits need to be disabled. 

, Do not move or delete the files installed in your Palm folder. The "NUDConduit Settings" the "NCConduit 
Settings," the "Now Up-to-Date.map. " and the "Now Contact Data" files, which are stored in the specific Users 
folder, contains important information telling the system how to sync your data. Just leave it alone. No user 
serviceable parts inside. 



If You Need to "Uninstall" 

Since your previous conduits are stored in the Disabled Conduits folder, you can simply drag the Now 
conduits to the Disabled Conduits folder and then drag the other conduits back to the Conduits folder. 
The next time you sync, your system will no longer sync to Now Up-to-Date & Contact. It will sync to 
your previous software (for example, the Palm Desktop software). You do not need to uninstall the main 
Now Up-to-Date & Contact applications to stop your Palm from syncing to them. 

Back Up Your Data 

If you are new to both the Palm and Now Up-to-Date & Contact, you've got nothing to backup — go for 
it! 

If you are a current user of Now Up-to-Date & Contact or Palm, be cautious and back up your data 
before synchronizing. Your Now Up-to-Date & Contact data is stored in two files: one for your Calendar 
and one for your Contacts. These are your primary Calendar and Contact Files. Make a copy of each 
and store them elsewhere, preferably not on the Mac where you are installing the program. 

Your Palm data is stored in the device itself and in the software you've been synchronizing with. If you 
have been using the Palm Desktop software, it is stored in the Users folder. Make a copy of the entire 
folder and store it elsewhere, preferably not on the Mac where the software is installed. 
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Using the Now Up-to-Date & Contact Palm Conduits 

1. Launch the HotSync Manager (found in the Palm folder). 

Tip: You can launch the HotSync Manager from within your Calendar or Contact Vile. 
From the File menu, choose 'HotSync Manager...' (File > HotSync). 

2. Confirm that the HotSync software is "enabled." 
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If you are using a USB Mac, confirm that you have installed the Palm USB software, as well 
as the driver software with your USB-Serial adapter (if used). 

In the HotSync Manager, select the "Serial Port Settings" tab. 
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5. For the selection "Local Setup" make sure that the USB driver is selected (if you use USB), 
or that the correct serial port is selected. 
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Your First HotSync 

If you are on a network and are using Now Up-to-Date & Contact's Group Scheduling and / or Shared 
Contacts features, it is a good idea to disconnect your Mac from your local network while you perform 
your first Hotsync. This is to prevent the possible overwriting of any events or contacts that you might 
be sharing. 

After you have confirmed that your data is as expected, you can reconnect to your network. 

Now Up-to-Date & Contact synchronizes only to your Primary Contact and Calendar Files. If you use more 
than one Calendar and/or Contact File, only the data in your Primary Contact and Calendar Piles will be synced 
with your Palm. 

Preparing for Synchronization 

You're ready to HotSync! Place your Palm in its cradle and press the HotSync button. 
Frightened? Don't be. You made a backup, didn't you? 

If everything is working, you will hear a distinctive "chime" from your Palm telling you that the 
synchronization has started. A window will be displayed on your Mac showing you the progress of the 
synchronization. 
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After the synchronization is complete, the window will close and you will hear another chime from 
your Palm. Do not remove the Palm from its cradle until you hear the chime, and the Palm displays the 
message "HotSync operation complete." You can then remove it from its cradle. 

m If you are syncing to a "clean" (one without any data) or new Palm, the Palm will display a Reset message after 
"jf the first sync. Press Reset to continue. The Palm will then be ready for you to use. 

First, check your Palm and review your Calendar, Contacts, and To-dos. 

Next, open Now Up-to-Date and check your Calendar, then open Now Contact and check your 
Contacts. A cursory review of both will confirm that your data is clean and you're ready to go! 
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Customizing Your Sync 



In this section you will learn how to customize the synchronization of your Palm Now Up-to-Date & 
Contact data. 

First, a bit of explanation. Now Up-to-Date & Contact is a powerful and flexible application which can 
store a great deal of information. As a portable device, your Palm is designed to handle a more limited 
amount of information. 

Now Up-to-Date & Contact allows you to create and assign unlimited "categories" to your Events, 
Contacts, and To-dos. The Palm system software is limited to 15 Categories for Contacts and To-dos 
(and none for Events). Now Up-to-Date & Contact has 3 basic priorities you can assign to To-dos, but 
allows you to create additional ones. The Palm system is limited to 5. 

In addition, your Palm is limited in the number of records it can store, due to its internal memory 
limitations. The specific number of records is dependent on how many of each type of record, so your 
mileage may vary. For specific information on Palm storage limitations, see the Palm web site for 
information about your specific model. 

http:/ / www.palm.com 

With this in mind, we've designed the Now Up-to-Date & Contact conduits to allow you to customize 
what information you send to your Palm. And it's easy, too. 



Conduit Settings 

To open the Now Up-to-Date or Now Contact conduit settings: 

1. Choose "HotSync Manager" from the File menu in Now Up-to-Date or Now Contact, or 
choose "Conduit Settings..." from either the Palm Menu or in the Mac OS menubar. 

Open the HotSync Manager Conduit Settings from 
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The Conduit Settings window will be displayed. 

Now Up-to-Date & Contact installs two conduits: the Now Contact conduit and the Now 
Up-to-Date conduit. The Now Up-to-Date conduit controls both Calendar and To-dos. 
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2. Select either Now Up-to-Date or Now Contact, then click the Conduit Settings button, or 
choose Conduit Settings from the HotSync menu, or simply double-click the desired 
application. 
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The conduit settings for the application you selected will be displayed. 
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The Memo Pad conduit is a default Palm conduit. It will continue to sync your Palm-based memos to the Palm 
Desktop application. If you wish to edit or create memos on your Mac and send them to your Palm, launch the 
Palm Desktop application and edit the memos there. 
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Now Contact Customized Syncing 

You will use the options in the Now Contact Conduit Settings (see "Conduit Settings " on page 314) to set 
Now Contact synch options. 

The name of the Contact File to be synced with your Palm (i.e., your Primary Contact File) appears in 
the Conduit Settings and Categories to Synchronize windows. 

jf^. You cannot change the file to be synced in these dialogs — to change the file, go to the Now Contact application 
and change your Primary file there. 

The Now Contact Conduit Settings window allows you to set the conduit so that it will either 
synchronize the contents of your Palm's Contact List with the contents of your Now Contact database, 
or so that the contents of your Now Contact database will replace the contents of your Palm's contact 
list. There is also a selection called "Do Nothing" that disables the Now Contact Conduit. 

m If you wish to overwrite the contents of your Now Contact database we suggest you create a new Now Contact 
"f file and make it your Primary Contact file, then sync your Palm with the new file. 

Set Now Contact Conduit options: 

1. Open the Now Contact Conduit as shown in "Conduit Settings" on page 314. 
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Set the conduit options as you prefer, then click OK. 

By default the Now Contact Conduit is set to Synchronize. If you select one of the other 
options it will remain in effect for one sync, then revert to the default. 

If you wish to make one of the other selections the default, select your sync method and 
click the "Make Default" button. That selection will now be listed as the Default setting. 
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Selecting Contacts to Synchronize 

In the Now Contact Conduit Settings dialog there is a button labeled "Categories to Synchronize." 
Selecting it brings up a window that allows you to select the categories to be sync'd. 

All categories that are "checked" will be synchronized. If you do not wish a particular category to be 
synchronized, double-click the item to remove the check mark. Public Categories are only shown if you 
use a Now Contact Public Contact Server. 

By default, Public Categories are marked with a bullet (•) in front to the category title. These bullets will 
also show up on your Palm. This will make it easier for you to see which categories are your personal 
categories and which are shared categories from your Public Contact Server. If the "Mark Public 
Categories" checkbox is deselected, the bullets are removed. 

Each Category can also have custom Category Info added that will display in the Category Info 
window. 



Select Contacts to synchronize: 

1. From the Now Contact Conduit Settings dialog 
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Synchronize button. 
The Categories to Synchronize dialog will be displayed. 
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m If you have not yet completed an initial sync, this dialog will only display the categories in 
your Primary Contact File, not the categories in your Palm. You will need to complete one 
sync before the Palm categories are displayed in this dialog. 

From the Categories list, double-click the Categories that you want to synchronize with 
your Palm device. 

When you have finished choosing Categories, click OK to close the dialog. 

To create or edit Contact Categories, open your Contact file in Now Contact and select "Cat- 
egories "from the Define menu. Click to select the category you wish to create or edit infor- 
mation for, then click the Edit key. A window will be displayed that will allow you to create 
or edit Category Information. See "Using Categories" on page 211 for more information. 

After you save this information in your Contact File, it will be displayed on the Conduit 
Settings list. 
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Now Up-to-Date Customized Syncing 

You will use the options in the Now Up-to-Date Conduit Settings (see "Conduit Settings" on page 314) to 
set Now Up-to-Date synch options. 

The name of the Calendar File to be synced with your Palm (i.e., your Primary Calendar File) appears in 
the Conduit Settings and Categories to Synchronize windows. 

You cannot change the file to be synced in these dialogs — to change the file, go to the Now Contact application 
and change your Primary file there. 

The Now Up-to-Date Conduit Settings window allows you to set the conduit so that it will either 
synchronize the contents of your Palm's Calendar with the contents of your Now Up-to-Date Calendar 
database, or so that the contents of your Now Contact database will replace the contents of your Palm's 
contact list. There is also a selection called "Do Nothing" that disables the Now Up-to-Date Conduit. 

If you wish to overwrite the contents of your Now Up-to-Date database we suggest you create a new Calendar 
file and make it your Primary Calendar file, then sync your Palm with the new file. 

Set Now Up-to-Date Conduit options: 

1. Open the Now Up-to-Date Conduit as shown in "Conduit Settings" on page 314. 
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2. Set the conduit options as you prefer, then click OK. 

The default selection is set to Synchronize. If you select one of the other options it will 
remain in effect for one sync, then revert to the default. 

If you wish to make one of the other selections the default, select your sync method and 
click the "Make Default" button. That selection will now be listed as the Default setting. 

You may also use the Format Data For selections to synchronize with Datebook+ and 
DateBk3 and DateBk4 formats. See "Now Up-to-Date Data Mapping" on page 322 for more 
information. 

In addition to the HotSync Actions, you may specify a Date Range in which to sync data to 
your Palm. The range is calculated from the current date. You may specify how many days 
in the past and how many days forward to include for data to be synchronized to and from 
your Palm. 
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Selecting Calendar Events to Synchronize 

In the Now Up-to-Date Conduit Settings dialog there is a button labeled "Categories to Synchronize." 
Selecting it brings up a window that allows you to select the categories to be sync'd. 

All Categories that are "checked" will be synchronized. If you do not wish a particular Category to be 
synchronized, double-click the item to remove the check mark. Public Categories are only shown if you 
use a Now Up-to-Date Public Event Server. 

By default Public Categories are marked with a bullet (•) in front to the Category title. These bullets will 
also show up in your Palm. If the "Mark Public Categories" checkbox is deselected, the bullets are 
removed. This will make it easier for you to see which categories are your personal Categories and 
which are shared Categories from your Public Event Server. 

Please note that the Palm Datebook does not use categories. See "Now Up-to-Date Data Mapping" on page 
322 for more information. 

Each Category can also have custom Category Info added that will display in the Category Info 
window. 

Select Events to synchronize: 

1. From the Now Up-to-Date Conduit Settings dialog (page 318), click the "Categories to 
Synchronize" button. 

The Categories to Synchronize dialog will be displayed. 
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- If you have not yet completed an initial sync, this dialog will only show Categories in your 
Primary Calendar File, not the categories in your Palm. You will need to complete one sync 
before the Palm event categories are displayed in this dialog. 

2. From the Categories list, double-click the Categories that you want to synchronize with 
your Palm device. 

3. When you have finished choosing Categories, click OK to close the dialog. 

To create or edit Event Categories, open your Calendar file in Now Up-to-Date and select 
"Categories "from the Define menu. Click to select the category you wish to create or edit 
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information for, then click the Edit key. A window will be displayed that will allow you to 
create or edit Category Information. See "Using Categories" on page 99 for more information. 

After you save this information in your Calendar File, it will be displayed on the Conduit 
Settings list. 

Synchronize all Events (or only Events) that block free time 

This option parallels a similar option in Now Up-to-Date to ensure that Meetings and other Events you 
have marked as "Attending" or "Blocks Time" will appear in your Palm Calendar. 

There is a checkbox in the Now Up-to-Date Conduit Settings dialog titled "Include all events that block 
my free time." If this box is checked when syncing, all Meetings and other Events which you have 
marked as "Attending" or "Blocks time" checkbox will be synced to the Palm — even Events assigned to 
Categories that you aren't subscribed to in any Set, or on Public Event Servers to which you haven't yet 
connected. This allows you to sync fewer Categories to your Palm, while still keeping abreast of 
Meetings and other Events that affect you. 

This option is turned on by default when you create a Set in Now Up-to-Date that contains at least one 
Public Category. If you are using DateBk3 or DateBk4, those Events syncing as a result of this box being 
checked will sync to the Unfiled category but will maintain the proper Category information in your 
Now Up-to-Date Calendar File. 




Mapping data between Now Up-to-Date & Contact and the Palm OS 

The Now Up-to-Date & Contact Conduits perform an "intelligent" mapping of data between your Now 
Up-to-Date & Contact databases and your Palm. Since Now Up-to-Date & Contact provides powerful 
and customizable creation and storage of data, it is not possible to simply create a one-to-one 
relationship with the simpler and less flexible Palm data structures. The following section will provide 
an overview of how the Now Up-to-Date & Contact Conduits map the data between the two. 

Now Contact Data Mapping 

The Now Up-to-Date & Contact Conduits are designed for syncing your Palm with only one Palm User per 
Macintosh. It is strongly recommended that you do not sync your Palm to more than one Calendar or Contact 
file, and do not sync your Calendar or Contact file with more than one Palm. Failure to heed this warning will 
result in data corruption (e.g. duplicate records). 

Synchronization between Now Contact and the Palm is complex because there are a different number of phone 
and Custom fields in Now Contact vs. the Palm's Address Book, and because each of the 5 phone /Email fields on 
the Palm can be labeled with one of 8 labels: Work, Home, Fax, Other, Email, Main, Pager or Mobile. Now 
Contact has only 4 phone fields, all of which have fixed labels: Work, Fax, Home and Mobile. Furthermore, the 
Palm's Address Book has a different number of Custom fields than Now Contact, making direct data mapping 
impractical in some instances. 

Where possible, information in Now Contact is mapped directly to corresponding fields in the Palm, 
and vice versa. If you use fields in Now Contact that aren't available on the Palm, you will find the 
information contained in those fields, including the field names of each field, in a note attached to that 
contact on the Palm. 

If you open one of these notes, you will find that Now Contact has written a warning message to tell 
you that the note contains "unmappable" data. 

#-!! — Now Contact unmappable information.Do not edit field names. — !!-# 
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After the message, each field and the field content will be displayed, enclosed in brackets. For example: 
<Department: Marketing> 

You can edit the field content text (in this case, "Marketing") but DO NOT edit the field name 
"Department:" or remove the brackets. 

Do NOT edit the field names in these special attached notes. If you do edit the field names on your Palm, the data 
will not he mapped hack correctly to the Now Contact database and a duplicate Contact will be created. Also, do 
not edit the "#-// — " message.: 

#-// — Now Contact unmappable information. Do not edit field names. — //-# 



Phone Numbers, Email Addresses, and Custom Fields 

Syncing from the Palm to Now Contact, phone numbers, Email address, and Custom fields are mapped 
as follows: 

• Where the Phone label on the Palm matches a fixed phone label in Now Contact (Work, Home, Fax, 
Other, or Mobile), the data is mapped directly: e.g. the value in Palm's 'Work' field maps directly to 
Now Contact's 'Work' phone field; the value in Palm's 'Other' field maps directly to Now Contact's 
'Other' field, etc. If there is more than one field on the Palm that matches a single Phone label in 
Now Contact, information from the first such field will be mapped directly and information from 
subsequent fields with the same label will be synced to available Custom 5 through Custom 12 
fields. For example, if a contact in the Palm contains 2 Work phone numbers, the first of those 
numbers will be synced to the Work phone field in Now Contact, and the second of those numbers 
will be synced to an available Custom 5 through Custom 12 field. 

• The first Email address in the Palm will be mapped to the Emaill field in Now Contact. The second 
Email address will be mapped to the Email2 field in Now Contact. Subsequent Email addresses will 
be synced to available Custom 5 through Custom 12 fields. 

• Custom fields on the Palm also use a fixed mapping so that Palm Custom 1 maps to Now Contact 
Custom 1, Palm Custom 2 maps to Now Contact Custom 2, etc. 

• Pager and Main fields on the Palm are NOT synced to available phone fields in Now Contact.These 
fields on the Palm are also NOT synced to Custom 1 through Custom 4 fields in Now Contact, as the 
Custom 1 through Custom 4 fields in Now Contact are reserved for the information in the 
corresponding Custom 1 through Custom 4 fields on the Palm. Pager and Main fields on the Palm 
are synced to available Now Contact Custom 5 through Custom 12 fields, or to a note attached to the 
contact if the Custom 5 through Custom 12 fields are full. 

Syncing from Now Contact to the Palm, phone numbers, Email address and custom fields are mapped 
as follows: 

• Information in the Work, Fax, Home, Mobile and Emaill fields in Now Contact will be synced to 
corresponding labeled fields on the Palm. 

• Information in the Other, Email2 and URL fields will be synced to the note on the Palm. 

• Custom Fields 1 through 4 always map to the 4 custom fields on the Palm. 

• Information contained in Custom 5 through Custom 12 fields will be synced to the note on the Palm. 

• If you have an Email address in Now Contact that resides in a field other than Emaill or Email2, that 
information will not sync to an Email address field on the Palm. Rather, that information is synced to 
the corresponding Custom field (or the note) on the Palm. 
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Primary Addresses and Phone Numbers: 

• The primary address information in Now Contact is mapped to the main Palm address fields. The 
secondary address is mapped to "Contact Note," which is attached to the Contact in the Palm. 

• When syncing a contact from Now Contact to the Palm, the phone number you have designated as 
the Primary phone number for that particular contact will be the phone number that is displayed in 
the Palm Address Book's List view. 



Deleting Categories 

To delete a category from your Palm: 

1. Open your HotSync Manager and select Conduit Settings, then select and open the Now 
Contact conduit settings. 

2. Click on "Categories to Synchronize." 

3. Uncheck the category you don't want on your Palm. 

4. Select "Overwrite handheld." 

5. Close all windows and sync. The category will be removed from your Palm. 

Now Up-to-Date Data Mapping 
Datebook& Datebook+ Categories 

Datebook is the "built-in" calendar application on the Palm. Datebook+ is the "built-in" calendar 
application on the HandSpring™ Visor™. 

Datebook and Datebook+ do NOT support categories. New events created on the Palm are put into 
Now Up-to-Date's default category for the new event type. The event type is determined as described 
above. 

DateBk3 & DateBk4 Categories 

DateBk3 and DateBk4 are third party calendar replacements for the Palm. Visit Pimlico Software for 
more information on DateBk4. 

http:/ / www.pimlicosoftware.com 

One of the best features of DateBk3 and DateBk4 are their support for categories. You can have 15 +1 
(unfiled) categories in DateBk3 and DateBk4 and the Now Up-to-Date conduit fully supports them. 

New events created in DateBk3 and DateBk4 are put into the DateBk3 and DateBk4 default category, 
which is the same for all event types. The event type is determined by the event's time and repetition 
properties as follows: 



Now 


Palm 


Now Up-to-Date special 


No Time 


Now Up-to-Date appointment 


Time 


Now Up-to-Date banner 


No Time, daily repeat 



Pimlico Software's DateBk3 and DateBk4 supports category styles and colors on the Palm IIIc. The Now 
Up-to-Date conduit maps those styles and colors to Now Up-to-Date as follows: 
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Please note that some of these arrows are one way only. 



DateBk3 & 4 Style 


Maps To 


Now Up-to-Date Style 


Normal 






Not Bold, Not Shadowed 


Bold 






Bold, Not Shadowed 


Large 






Not Bold, Shadowed 


Large Bold 






Bold, Shadowed 




DateBk3 & 4 Color 


Maps To 


Now Up-to-Date Color 


Black (default) 


► 


None 


Red 






Red 


Green 






Lime 


Blue 






Blue 


Dark Gray 


► 


Black 


Light Gray 






Gray 


White (hidden) 


► 


Black 


Yellow 






Gold 


Maroon 






Magenta 


Orange 






Orange 


Cyan 






Cyan 


Brown 


► 


Black 


Pink 






Pink 


Dk Blue /Green 






Green 


Dk Blue 


► 


Black 


Purple 






Purple 



Because the Now Up-to-Date and the Palm IIIc have different numbers of available colors, the mapping 
is not 1:1, so "round-tripping" (syncing from Palm to Now Up-to-Date and back again) could cause 
colors to be changed on either the Palm or in Now Up-to-Date. 

Repetitions 

The Palm represents repeating events differently from Now Up-to-Date. The Now Up-to-Date conduit 
uses an "intelligent" software agent to find an optimal conversion between Palm and Now Up-to-Date 
repetitions. Sometimes a Now Up-to-Date repetition must be represented as multiple Palm events. If 
these fragments are edited on the Palm, the Now Up-to-Date event may be split into separate events as 
well. 

Another difference is that the Palm can have an event repeat forever. Now Up-to-Date, on the other 
hand, needs to have a finite length for a repetition. Infinitely repeating Palm events are given at most 
400 repetitions in Now Up-to-Date. 
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To-Do List 

New to-dos created on the Palm are mapped to Now Up-to-Date "Undated" if they have no date, or to- 
dos if they do. 

Priorities assigned to To-Dos created in Now Up-to-Date have a default setting of High, Medium, Low, 
and None. The Palm has priorities of 1-5. If the default Now settings are retained, the data is mapped as 
follows: 



Now 


Palm 


High 


1 


Medium 


2 


Low 


3 


None 


5 



Now Up-to-Date can have up to 10 priority levels. If you use 5 levels in Now Up-to-Date they are 
mapped in a 1-to-l relationship, with any additional levels in Now Up-to-Date, including To-dos with 
no priority level set (None) mapped to Palm level 5. 

Now Up-to-Date Events Not Synchronized 

Floating graphic events, sticky note events, attached contacts, files, etc. attached to Now Up-to-Date 
events are not exported to the Palm; however, this data is preserved on your Mac. 




Special Notes and Warnings 



The Surgeon General has determined that not reading user documentation can be hazardous to your 
mental health. 

Syncing your Palm with more than one Mac 

The Noiv Up-to-Date and Contact conduits are designed for syncing your Palm with only ONE Palm User on 
ONE Mac. Failure to heed this warning will result in data corruption (e.g. duplicate records) and possibly hair 
loss. Power On Software will not provide technical support for any problems that result from attempts to sync 
with more than one Mac. 

QuickDay & QuickContact 

If you create a new entry using the QuickDay or QuickContact features, the information is not saved 
into your main Now Up-to-Date & Contact databases until the application are opened. If you sync 
without opening Now Up-to-Date or Now Contact, the entries you created will NOT be synchronized 
with your Palm. The data will be available for syncing after you open Now Up-to-Date. 

HotSync 

It is a good idea to avoid other activities on your Mac while HotSync is in process. If your Mac's CPU is 
occupied with too many other activities, the HotSync could time out and your calendar or contact files 
could have incomplete data. 
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Group Scheduling 

If you edit a meeting on your Palm that has attendees, the attendees will be stripped off when the data 
is synchronized back to Now Up-to-Date. 

Palm Contacts and Attached Notes 

Do NOT edit the field names in these special attached notes. If you do edit the field names on your 
Palm, the data in those fields will not be mapped back to the Now Contact database. 



Syncing and Public Event & Public Contact Servers 



Now Up-to-Date & Contact provides powerful group scheduling and shared contacts functions through 
the use of the Now Public Events and Now Public Contact servers. If you are currently using these 
servers, please keep the following points in mind: 

• Your desktop Now Up-to-Date & Contact databases are the focal point of both your Palm 
synchronization and server synchronization. 

• If you delete a shared contact, event, or to-do, it will be removed from your database AND the 
servers (that means everyone that is connected to those servers). Your system administrator can 
control this by read/ write/ view permissions when setting up your servers. See "Mac Server 
Administration" on page 359. Windows users see "Windows Server Administration" on page 389 

Please visit our web site for updated information on Now Up-to-Date & Contact syncing, 
http:/ / www.poweronsoftware.com/support 



In addition, you will be able to use our automated help system to request answers to your specific 
questions. 
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Chapter 32 

Syncing with a Palm for 

Windows Users 

Now Up-to-Date & Contact and Your Palm 
Compatible Device 

Introduction 

Using Now Up-to-Date & Contact with your Palm™ (or Palm compatible device) is both simple and 
efficient. This section provides an overview of the basics of synchronization, how to install the 
synchronization software, how to perform your first "HotSync," and how to customize the exchange of 
information between your Palm and Now Up-to-Date & Contact. 

For the latest information, including FAQ (Frequently Asked Questions) and online support, visit our 
customer support web page: 

http:/ / support.nowsoftware.com 

Benefits 

Why would you want to share information between Now Up-to-Date & Contact and a Palm computer? 
The Palm is a handheld computer, also known as a PDA or "Personal Digital Assistant." Its primary 
advantage is its size. It is a handheld computer, designed to be carried along with you. The Palm is not a 
replacement for your laptop or desktop computer. It is a replacement for the bulky paper calendar and 
address book many of us carried for years. In addition, it allows you to quickly and easily refer to your 
calendar and schedule appointments, as well as create To-dos and have detailed information about your 
contacts. 

Imagine being able to take all of the information you've stored in Now Up-to-Date & Contact and with 
the touch of a button, move the information from your computer and "drop" it into your Palm. Then, 
after you've made changes to the information on your Palm, send it back to your computer just as easily. 

Now Up-to-Date & Contact's group scheduling and shared contacts can be copied right to your Palm, but 
only the ones yon specify. You select what events, To-dos, and contacts to synchronize to your Palm, using 
your Now Up-to-Date and contact categories, simply by selecting the items from a list. You can always be 
truly in Contact and Up-to-Date! 
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Before You Begin— Requirements 

Please read this entire guide, or at least "Installing the Now Up-to-Date & Contact Synchronization 
Software" on page 328 and "Your First HotSync" on page 331. 

• Your Palm handheld computer should be running Palm OS Version 3 or higher. 

• Check to make sure you have installed the current version (Version 2 or higher) of the Palm HotSync 
software. Palm HotSync is required for the HotSync software and to store and edit memos. You can 
download the Palm HotSync from: 

http:/ / www.palm.com/support/downloads/ 

• As always, make a backup of your data before you install any new software on your computer or 
Palm. That means both the data on your computer and the data on your Palm. 

• "Synchronization" or "syncing" or "sync" or "synchronized." Basically, to "sync" means to "make 
the same." Simply stated, syncing will carry changes you've made on either your Palm or in Now 
Up-to-Date & Contact and copy them to the other. You can safely make changes on one or both and 
sync. 

The software performing the synchronization is called a "conduit." The Now Up-to-Date & Contact 
Installer or Updater will install the appropriate conduits for you. 

The Now Up-to-Date and Contact Palm conduits are designed for syncing your Palm with only ONE Palm 
User per Computer. Failure to heed this warning can result in data corruption (e.g., duplicate records). 



Installing the Now Up-to-Date & Contact 
Synchronization Software 



Installation 



m Install the Palm HotSync software before you install Now Up-to-Date & Contact. It is also a good idea to test 
sync to the Palm Desktop before installing and syncing with Now Up-to-Date & Contact to ensure that general 
Palm synching is working properly. This will also act as a backup for your Palm data. 

The Now Up-to-Date & Contact installer is designed to automatically install the required conduits on 
your computer. 

If the Palm HotSync software is not installed, the Now Up-to-Date & Contact installer or updater will 
display a message to alert you. 

If you install Palm HotSync software after you install Now Up-to-Date & Contact, you will have to 
rerun the Now Up-to-Date & Contact installer or updater to put the conduits into place. The installer or 
updater will allow you to select "Custom Install" ("Easy Install" is the default) and select only the Palm 
Conduit selections. 

The Now Up-to-Date & Contact conduits are installed in the Palm folder on your computer in the 
"Conduits" folder. When Now Up-to-Date & Contact installs the conduits, it will move the Palm 
Desktop conduits (Address, Datebook, and To-Do) to the "Disabled Conduits" folder. In addition, the 
Now Up-to-Date & Contact installer/ updater will move conduits from other applications that also sync 
to the Address, Calendar, and To-do sections of the Palm to the Disabled Conduits folder, and will 
attempt to determine if any other "non-compatible" conduits need to be disabled. 
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m Do not move or delete the files installed in your Palm folder. The "NUDConduit Settings" the "NCConduit 
€r Settings," the "Now Up-to-Date.map. " and the "Now Contact Data" files, which are stored in the specific Users 
folder, contains important information telling the system how to sync your data. Just leave it alone. No user 
serviceable parts inside. 

If You Need to "Uninstall" 

Since your previous conduits are stored in the Disabled Conduits folder, you can simply drag the Now 
conduits to the Disabled Conduits folder and then drag the other conduits back to the Conduits folder. 
The next time you sync, your system will no longer sync to Now Up-to-Date & Contact. It will sync to 
your previous software (for example, the Palm Desktop software). You do not need to uninstall the main 
Now Up-to-Date & Contact applications to stop your Palm from syncing to them. 

Back Up Your Data 

If you are new to both the Palm and Now Up-to-Date & Contact, you've got nothing to backup — go for 
it! 

If you are a current user of Now Up-to-Date & Contact or Palm, be cautious and back up your data 
before synchronizing. Your Now Up-to-Date & Contact data is stored in two files: one for your Calendar 
and one for your Contacts. These are your primary Calendar and Contact Files. Make a copy of each 
and store them elsewhere, preferably not on the computer where you are installing the program. 

Your Palm data is stored in the device itself and in the software you've been synchronizing with. If you 
have been using the Palm Desktop software, it is stored in the Users folder. Make a copy of the entire 
folder and store it elsewhere, preferably not on the computer where the software is installed. 




Syncing with a Palm for Windozvs Users 



329 



To Use the Now Up-to-Date & Contact Palm Conduits: 

1. Launch the HotSync Manager (found in the Palm folder). 

Tip: You can launch the HotSync Manager from within your Calendar or Contact File. 
From the File menu, choose 'HotSync Manager...' (File > HotSync). 

2. Confirm that the HotSync software is "enabled." 



3. In the HotSync Manager, select the "Serial Port Settings" tab. 



4. For the selection "Local Setup" make sure that the USB driver is selected (if you use USB), 
or that the correct serial port is selected. 




330 Syncing with a Palm for Windows Users 



Your First HotSync 

If you are on a network and are using Now Up-to-Date & Contact's group scheduling and/ or shared 
contacts features, it is a good idea to disconnect your computer from your local network while you 
perform your first Hotsync. This is to prevent the possible overwriting of any events or contacts that 
you might be sharing. 

After you have confirmed that your data is as expected, you can reconnect to your network. 

j£t Now Up-to-Date & Contact synchronizes only to your primary contact and calendar files. If you use more than 
one Calendar and/or Contact File, only the data in your primary contact and calendar files will be synced with 
your Palm. 

Preparing for Synchronization 

You're ready to HotSync! Place your Palm in its cradle and press the HotSync button. 
Frightened? Don't be. You made a backup, didn't you? 

If everything is working, you will hear a distinctive "chime" from your Palm telling you that the 
synchronization has started. A window will be displayed on your computer showing you the progress 
of the synchronization. 



HotSync Progress 
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After the synchronization is complete, the window will close and you will hear another chime from 
your Palm. Do not remove the Palm from its cradle until you hear the chime, and the Palm displays the 
message "HotSync operation complete." You can then remove it from its cradle. 

m If you are syncing to a "clean" (one without any data) or new Palm, the Palm will display a Reset message after 
*f the first sync. Press Reset to continue. The Palm will then be ready for you to use. 



First, check your Palm and review your calendar, contacts, and to-dos. 

Next, open Now Up-to-Date and check your calendar, then open Now Contact and check your contacts. 
A cursory review of both will confirm that your data is clean and you're ready to go! 
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Customizing Your Sync 



In this section you will learn how to customize the synchronization of your Palm Now Up-to-Date & 
Contact data. 

First, a bit of explanation. Now Up-to-Date & Contact is a powerful and flexible application which can 
store a great deal of information. As a portable device, your Palm is designed to handle a more limited 
amount of information. 

Now Up-to-Date & Contact allows you to create and assign unlimited "categories" to your Events, 
Contacts, and To-dos. The Palm system software is limited to 15 Categories for Contacts and To-dos 
(and none for Events). Now Up-to-Date & Contact has 3 basic priorities you can assign to To-dos, but 
allows you to create additional ones. The Palm system is limited to 5. 

In addition, your Palm is limited in the number of records it can store, due to its internal memory 
limitations. The specific number of records is dependent on how many of each type of record, so your 
mileage may vary. For specific information on Palm storage limitations, see the Palm web site for 
information about your specific model. 

http:/ / www.palm.com 

With this in mind, we've designed the Now Up-to-Date & Contact conduits to allow you to customize 
what information you send to your Palm. And it's easy, too. 



Conduit Settings 

To open the Now Up-to-Date or Now Contact conduit settings: 

1. Choose "HotSync Manager" from the File menu in Now Up-to-Date or Now Contact, or 
choose "Conduit Settings..." from the Palm Menu. 
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The Conduit Settings window will be displayed. 

Now Up-to-Date & Contact installs two conduits: the Now Contact conduit and the Now 
Up-to-Date conduit. The Now Up-to-Date conduit controls both Calendar and To-dos. 
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The Memo Pad conduit is a default Palm conduit. It will continue to sync your Palm-based memos to the Palm 
Desktop application. If you wish to edit or create memos on your computer and send them to your Palm, launch 
the Palm Desktop application and edit the memos there. 



2. Select either Now Up-to-Date or Now Contact, then click the Change button, choose 
Conduit Settings from the HotSync menu, or simply double-click the desired item. 
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The conduit settings for the application you selected will be displayed. 
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Now Contact Customized Syncing 

You will use the options in the Now Contact Conduit Settings (see "Conduit Settings " on page 332) to set 
Now Contact synch options. 

The name of the Contact File to be synced with your Palm (i.e., your Primary Contact File) appears in 
the Conduit Settings and Categories to Synchronize windows. 

You cannot change the file to be synced in these dialogs — to change the file, go to the Now Contact application 
and change your Primary file there. 



The Now Contact Conduit Settings window allows you to set the conduit so that it will either 
synchronize the contents of your Palm's Contact List with the contents of your Now Contact database, 
or so that the contents of your Now Contact database will replace the contents of your Palm's contact 
list. There is also a selection called "Do Nothing" that disables the Now Contact Conduit. 

M If you wish to overwrite the contents of your Now Contact database we suggest you create a new Now Contact 
"f file and make it your Primary Contact file, then sync your Palm with the new file. 



Set Now Contact Conduit options: 

1. Open the Now Contact Conduit as shown in "Conduit Settings" on page 332. 
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2. Set the conduit options as you prefer, then click OK. 

By default the Now Contact Conduit is set to Synchronize. If you select one of the other 
options it will remain in effect for one sync, then revert to the default. 

If you wish to make one of the other selections the default, select your sync method and 
click the "Make Default" button. That selection will now be listed as the Default setting. 
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Selecting Contacts to Synchronize 

In the Now Contact Conduit Settings dialog there is a button labeled "Categories to Synchronize." 
Selecting it brings up a window that allows you to select the categories to be sync'd. 

All categories that are "checked" will be synchronized. If you do not wish a particular category to be 
synchronized, double-click the item to remove the check mark. Public Categories are only shown if you 
use a Now Contact Public Contact Server. 

By default, Public Categories are marked with a bullet (•) in front to the category title. These bullets will 
also show up on your Palm. This will make it easier for you to see which categories are your personal 
categories and which are shared categories from your Public Contact Server. If the "Mark Public 
Categories" checkbox is deselected, the bullets are removed. 

Each Category can also have custom Category Info added that will display in the Category Info 
window. 



Select Contacts to synchronize: 

1. From the Now Contact Conduit Settings dialog (page 334), click the Categories to 
Synchronize button. 

The Categories to Synchronize dialog will be displayed. 



Categories to Synchronize 




Contact File: Test521.NCT 



Check box to include: 



Business 

General 

Personal 

■Test Contacts 81 
■Test Contacts 82 
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Category Info: 
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m If you have not yet completed, an initial sync, this dialog will only display the categories in 
*f your Primary Contact File, not the categories in your Palm. You will need to complete one 
sync before the Palm categories are displayed in this dialog. 

2. From the Categories list, double-click the Categories that you want to synchronize with 
your Palm device. 

3. When you have finished choosing Categories, click OK to close the dialog. 

To create or edit Contact Categories, open your Contact file in Now Contact and select "Cat- 
egories "from the Define menu. Click to select the category you wish to create or edit infor- 
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mation for, then click the Edit key. A window will be displayed that will allow you to create 
or edit Category Information. See "Using Categories" on page 211 for more information. 

After you save this information in your Contact File, it will be displayed on the Conduit 
Settings list. 

Now Up-to-Date Customized Syncing 

You will use the options in the Now Up-to-Date Conduit Settings (see "Conduit Settings" on page 332) to 
set Now Up-to-Date synch options. 

The name of the Calendar File to be synced with your Palm (i.e., your Primary Calendar File) appears in 
the Conduit Settings and Categories to Synchronize windows. 

You cannot change the file to be synced in these dialogs — to change the file, go to the Now Contact application 
and change your Primary file there. 

The Now Up-to-Date Conduit Settings window allows you to set the conduit so that it will either 
synchronize the contents of your Palm's Calendar with the contents of your Now Up-to-Date Calendar 
database, or so that the contents of your Now Contact database will replace the contents of your Palm's 
contact list. There is also a selection called "Do Nothing" that disables the Now Up-to-Date Conduit. 

j If you wish to overwrite the contents of your Now Up-to-Date database we suggest you create a new Calendar 
fite an d make it your Primary Calendar file, then sync your Palm with the new file. 

Set Now Up-to-Date Conduit options: 

1. Open the Now Up-to-Date Conduit as shown in "Conduit Settings" on page 332. 
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2. Set the conduit options as you prefer, then click OK. 

The default selection is set to Synchronize. If you select one of the other options it will 
remain in effect for one sync, then revert to the default. 

If you wish to make one of the other selections the default, select your sync method and 
click the "Make Default" button. That selection will now be listed as the Default setting. 

You may also use the Format Data For selections to synchronize with Datebook+ and 
DateBk3 and DateBk4 formats. See "Now Up-to-Date Data Mapping" on page 340 for more 
information. 

In addition to the HotSync Actions, you may specify a Date Range in which to sync data to 
your Palm. The range is calculated from the current date. You may specify how many days 
in the past and how many days forward to include for data to be synchronized to and from 
your Palm. 

Selecting Calendar Events to Synchronize 

In the Now Up-to-Date Conduit Settings dialog there is a button labeled "Categories to Synchronize." 
Selecting it brings up a window that allows you to select the categories to be sync'd. 

All Categories that are "checked" will be synchronized. If you do not wish a particular Category to be 
synchronized, double-click the item to remove the check mark. Public Categories are only shown if you 
use a Now Up-to-Date Public Event Server. 

By default Public Categories are marked with a bullet (•) in front to the Category title. These bullets will 
also show up in your Palm. If the "Mark Public Categories" checkbox is deselected, the bullets are 
removed. This will make it easier for you to see which categories are your personal Categories and 
which are shared Categories from your Public Event Server. 

Please note that the Palm Datebook does not use categories. See "Now Up-to-Date Data Mapping" on page 
340 for more information. 

Each Category can also have custom Category Info added that will display in the Category Info 
window. 
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Select Events to synchronize: 

1. From the Now Up-to-Date Conduit Settings dialog (page 336), click the "Categories to 
Synchronize" button. 

The Categories to Synchronize dialog displays. 



Categories to Synchronize 



Calendar File: Test.NUD 



Check box to include: 



Category Info: 
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W Personal 
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. — If you have not yet completed an initial sync, this dialog will only show Categories in your 
Primary Calendar Vile, not the categories in your Palm. You will need to complete one sync 
before the Palm event categories are displayed in this dialog. 

2. From the Categories list, double-click the Categories that you want to synchronize with 
your Palm device. 

3. When you have finished choosing Categories, click OK to close the dialog. 

To create or edit Event Categories, open your Calendar file in Now Up-to-Date and select 
"Categories "from the Define menu. Click to select the category you wish to create or edit 
information for, then click the Edit button. A window will be displayed that will allow you 
to create or edit Category Information. See "Using Categories" on page 99 for more information. 

After you save this information in your Calendar File, it will be displayed on the Conduit 
Settings list. 



Synchronize all Events (or only Events) that block free time 

This option parallels a similar option in Now Up-to-Date to ensure that meetings and other events you 
have marked as "Attending" or "Blocks Time" will appear in your Palm Datebook. 

There is a checkbox in the Now Up-to-Date Conduit Settings dialog titled "Include all events that block 
my free time." If this box is checked when syncing, all meetings and other events which you have 
marked as "Attending" or "Blocks time" checkbox will be synced to the Palm — even events assigned to 
categories that you aren't subscribed to in any Set, or on Now Up-to-Date Servers to which you haven't 
yet connected. This allows you to sync fewer categories to your Palm, while still keeping abreast of 
meetings and other events that affect you. 
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This option is turned on by default when you create a Set in Now Up-to-Date that contains at least one 
public category. If you are using DateBk3 or DateBk4, those Events syncing as a result of this box being 
checked will sync to the Unfiled category but will maintain the proper category information in your 
Now Up-to-Date Calendar File. 



Advanced Information: How data is mapped between Now Up-to-Date & 
Contact and the Palm OS 

The Now Up-to-Date & Contact Conduits perform an "intelligent" mapping of data between your Now 
Up-to-Date & Contact databases and your Palm. Since Now Up-to-Date & Contact provides powerful 
and customizable creation and storage of data, it is not possible to simply create a one-to-one 
relationship with the simpler and less flexible Palm data structures. The following section will provide 
an overview of how the Now Up-to-Date & Contact conduits map the data between the two. 



Now Contact Data Mapping 



The Now Up-to-Date & Contact conduits are designed for syncing your Palm with only one Palm User per 
computer. It is strongly recommended that you do not sync your Palm to more than one calendar or contact file, 
and do not sync your calendar or contact file with more than one Palm. Failure to heed this warning will result 
in data corruption (e.g. duplicate records). 

Synchronization between Now Contact and the Palm is not straightforward because there are a different number 
of phone and custom fields in Now Contact vs. the Palm's Address Book, and because each of the 5 phone/Email 
fields on the Palm can be labeled with one of 8 labels: Work, Home, Pax, Other, Email, Main, Pager or Mobile. 
Now Contact has only 4 phone fields, all of which have fixed labels: Work, Fax, Home and Mobile. Furthermore, 
the Palm's Address Book has a different number of custom fields than Now Contact, making direct data mapping 
impractical in some instances. 

To simplify syncing, only information that can be synced to existing fields in the Palm Address Book is 
synchronized. Unlike the Macintosh conduit, information in Now Contact fields that do not exist on the 
Palm is not synced to the Note, but rather, is ignored. 

Phone Numbers, Email Addresses, and Custom Fields 

Syncing from Palm to Now Contact, phone numbers, Email address, and custom fields are mapped as 
follows: 

• Where the Phone label on the Palm matches a fixed phone label in Now Contact (Work, Home, Fax, 
Other, or Mobile), the data is mapped directly: e.g. the value in Palm's 'Work' field maps directly to Now 
Contact's 'Work' phone field; the value in Palm's 'Other' field maps directly to Now Contact's 'Other' 
field, etc. If there is more than one field on the Palm that matches a single Phone label in Now Contact, 
information from the first such field will be mapped directly and information from subsequent fields 
with the same label will be synced to available Custom 5 through Custom 12 field in Now Contact. For 
example, if a contact in the Palm contains 2 Work phone numbers, the first of those numbers will be 
synced to the Work phone field in Now Contact, and the second of those numbers will be synced to an 
Open Custom 5 through Custom 12 field with the label " - Work" appended after the number. 

• The first Email address in the Palm will be mapped to the Emaill field in Now Contact. The second 
Email address will be mapped to the Email2 field in Now Contact. Subsequent Email addresses will be 
synced to available Custom 5 through Custom 12 fields. 

• Custom fields on the Palm also use a fixed mapping so that Palm Custom 1 maps to Now Contact 
Custom 1, Palm Custom 2 maps to Now Contact Custom 2, Palm Custom 3 maps to Now Contact 
Custom 3, Palm Custom 4 maps to Now Contact Custom 4.Nothing but the information from Palm 
customs 1-4 is mapped to the Now Contact customs 1-4. 

• Pager and Main fields on the Palm are synced to available phone fields in Now Contact with the 
addition of "- Pager", and "- Main" labels after the numbers. 

• The Note field on the Palm is synced to the Comments field in Now Contact. 
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Syncing from Now Contact to Palm, phone numbers, Email addresses and custom fields are mapped 
as follows: 



• Information in the Work, Fax, Home, Mobile and Emaill fields in Now Contact will be synced to 
corresponding labeled fields on the Palm. 

• Information in one additional Email field on the Palm will be synced to Email 2 on Now Contact. 
Information in a third, fourth or fifth Email field in the Palm will be synced to available Phone number 
fields in Now Contact. 

• Custom Fields 1 through 4 always map to the 4 custom fields on the Palm. 

• The Comments field is synced to the Palm Note. 

Primary Addresses and Phone Numbers: 

• The primary address information in Now Contact is mapped to the main Palm address fields. The 
secondary address is mapped to "Contact Note," which is attached to the Contact in the Palm. 

• When syncing a contact from Now Contact to the Palm, the phone number you have designated as 
the Primary phone number for that particular contact will be the phone number that is displayed in 
the Palm Address Book's List view. 

Deleting Categories 

To delete a category from your Palm: 

1. Open your HotSync Manager and select Conduit Settings, then select and open the Now 
Contact conduit settings. 

2. Click on "Categories to Synchronize." 

3. Uncheck the category you don't want on your Palm. 

4. Select "Overwrite handheld." 

5. Close all windows and sync. The category will be removed from your Palm. 

Now Up-to-Date Data Mapping 
Datebook& Datebook+ Categories 

Datebook is the "built-in" calendar application on the Palm. Datebook+ is the "built-in" calendar 
application on the HandSpring™ Visor™. 

Datebook and Datebook+ do NOT support categories. New events created on the Palm are put into 
Now Up-to-Date's default category for the new event type. The event type is determined as described 
above. 

Repetitions 

The Palm represents repeating events differently from Now Up-to-Date. The Now Up-to-Date conduit 
uses an "intelligent" software agent to find an optimal conversion between Palm and Now Up-to-Date 
repetitions. Sometimes a Now Up-to-Date repetition must be represented as multiple Palm events. If 
these fragments are edited on the Palm, the Now Up-to-Date event may be split into separate events as 
well. 

Another difference is that the Palm can have an event repeat forever. Now Up-to-Date, on the other 
hand, needs to have a finite length for a repetition. Infinitely repeating Palm events are given at most 
400 repetitions in Now Up-to-Date. 
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To-Do List 

New to-dos created on the Palm are mapped to Now Up-to-Date "Undated" if they have no date, or to- 
dos if they do. 

Priorities assigned to To-Dos created in Now Up-to-Date have a default setting of High, Medium, Low, 
and None. The Palm has priorities of 1-5. If the default Now settings are retained, the data is mapped as 
follows: 



Now 


Palm 


High 


1 


Medium 


2 


Low 


3 


None 


5 



Now Up-to-Date can have up to 10 priority levels. If you use 5 levels in Now Up-to-Date they are 
mapped in a 1-to-l relationship, with any additional levels in Now Up-to-Date, including To-dos with 
no priority level set (None) mapped to Palm level 5. 

Now Up-to-Date Events Not Synchronized 

Floating graphic events, sticky note events, attached contacts, files, etc. attached to Now Up-to-Date 
events are not exported to the Palm; however, this data is preserved on your computer. 



Special Notes and Warnings 



<3> 



Syncing your Palm with more than one Computer 

The Now Up-to-Date and Contact conduits are designed for syncing your Palm with only ONE Palm User on 
ONE Computer. Failure to heed this warning will result in data corruption (e.g. duplicate records) and possibly 
hair loss. Power On Software will not provide technical support for any problems that result from attempts to 
sync with more than one computer. 

QuickDay & QuickContact 

If you create a new entry using the QuickDay or QuickContact features, the information is not saved 
into your main Now Up-to-Date & Contact databases until the application are opened. If you sync 
without opening Now Up-to-Date or Now Contact, the entries you created will NOT be synchronized 
with your Palm. The data will be available for syncing after you open Now Up-to-Date. 

HotSync 

It is a good idea to avoid other activities on your computer while HotSync is in process. If your 
computer's CPU is occupied with too many other activities, the HotSync could time out and your 
calendar or contact files could have incomplete data. 

Group Scheduling 

If you edit a meeting on your Palm that has attendees, the attendees will be stripped off when the data 
is synchronized back to Now Up-to-Date. 
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Palm Contacts and Attached Notes 

Do NOT edit the field names in these special attached notes. If you do edit the field names on your 
Palm, the data in those fields will not be mapped back to the Now Contact database. 



Syncing and Public Event & Public Contact Servers 



Now Up-to-Date & Contact provides powerful group scheduling and shared contacts functions through 
the use of the Now Public Events and Now Public Contact servers. If you are currently using these 
servers, please keep the following points in mind: 

• Your desktop Now Up-to-Date & Contact databases are the focal point of both your Palm 
synchronization and server synchronization. 

• If you delete a shared contact, event, or to-do, it will be removed from your database AND the 
servers (that means everyone that is connected to those servers). Your system administrator can 
control this by read /write /view permissions when setting up your servers. See "Mac Server 
Administration" on page 359 or .see "Windows Server Administration" on page 389 

Please visit our web site for updated information on Now Up-to-Date & Contact syncing, 
http: / / www.nowsoftware.com / support 

In addition, you will be able to use our automated help system to request answers to your specific 
questions. 
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Syncing with Mac OS X 

Address Book 



Address Book Sync 



This application is designed to synchronize the Now Contact file of your choosing with Mac OS X Address 
Book. This is a synchronization application, therefore any changes, deletions, and additions in either 
Address Book or Now Contact will reflect in the corresponding database. The application does include 
some duplicate checking logic and every attempt is made to avoid data loss in either application. A 
backup is made before the sync of each database in a folder called "Pre- Address Sync Backup". The five 
most recent backups are kept. This folder will be made for each respective database in the location the 
database resides. 

Why would you want to share information between Now Up-to-Date & Contact and Mac OS X's Address 
Book application? The Address Book application in Mac OS X is used by applications such as Mail, iSync, 
iChat, and iCal to store information. Being able to use Now Contact's depth of features everyday while 
still being able to maintain inter-application compatibility for your contact data is what you'll achieve by 
using Address Book Sync. In addition you gain access to iSync which can allow you to sync your contacts 
to your cell phone or other device. 

Requirements 

This application is designed for use on a computer running Mac OS X 10.2 or higher and Now Contact 
4.2.5 or higher. 

Tip: As changes periodically occur to the Mac OS X Address Book please visit our web site to view the most 
updated information on Now Contact syncing with Address Book. Use our automated help system to 
■ request answers to your specific questions, http://www.nowsoftware.com/support 
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Installing the Address Book Sync Software 



■ 1 1 1 1 1 



Whether you downloaded the Address Book Sync application or you're installing it from a CD you can 
follow the instructions below. 

To Install Address Book Sync: 

1. Insert the CD into your CD Drive or mount the disk image by double-clicking on its icon 

2. Select a destination for Address Book Sync. By default it goes in the Applications folder. 

3. Drag the Application icon t0 tne destination you selected. 

Configuring Address Book Sync 



There are many options which can be configured in Address Book Sync. You can select the contact file, 
which categories to sync, what type of Sync you'd like to perform, as well as the ability to create new 
categories for contacts to be placed into during the sync. Below is the interface of the Address Book Sync 
application. 
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Click here when you're Select a Now Contact Click here to add a 
ready to sync. category where contacts category to your selected 

will be created. contact file. 



Choose a contact file to sync 
with your Address Book. 

Place a check mark next to 
the categories from your 
contact file that you wish to 
sync with Address Book. 
(server categories are listed 
with server: before the name) 



Shows the results of a sync 
between Now Contact and 
Address Book 



Choose which type of sync you 
wish to perform. 

Hides or Shows the Drawer which 
provides a list 
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Using Address Book Sync 

Now that you've configured Address Book Sync the way you want it you are ready to sync the 
information. 

To Sync Your Now Contact File with Address book: 

1. Launch the Address Book Sync by Double-clicking on it's icon. 

2. The main Address Book Sync window appears. 
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3. Select the contact file you wish to synchronize by clicking on the "Choose" button. 
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Choosing a new contact file in Address Book Sync leaves some of the configuration options blank, forcing you to 
set their desired sync preferences again for the new file. 

4. Navigate to the contact file you wish to sync and click "Open". 

5. Set your desired options under the "Synchronize Method" pop-up menu. 
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Choose... 
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Now Contact to Address Book 



Address Book to Now Contact 



Synchronize 



Move the data from your contact file into your Address Book. 
The transfer is "intelligent" in that Address Book sync 
attempts to prevent duplicates. 

Move the data from your Address Book into your contact file. 
The transfer is "intelligent" in that Address Book sync 
attempts to prevent duplicates. 

Marry the two sets of data into one set of data while trying to 
prevent duplicate records. 
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6. Set your desired options under the "Put New Contacts into" pop-up menu by selecting 
category where contacts added to Now Contact will be created. 
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7. Set your desired options by clicking "Show" next to "Categories to synchronize with" 
A Category Drawer appears. 
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Tip: To add a category to your Now Contact file, click the "+" button and enter a name for the category. 



The first sync with a Now Contact file is slower than subsequent syncs. 
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8. When you are ready to synchronize, Click the "Synchronize" button. 
A warning sheet appears if you have selected any public categories 
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Your desktop Now Contact files are the focal point of both your Address Book synchroniza- 
tion and Now Contact Server synchronization. Therefore, if you delete a shared contact it is 
removed from your contact file AND the servers (that means it is also deleted for everyone 
that shares that contact). 

Your system administrator can control the possibility of accidental deletion by setting up read/write/view 
permissions on your Now Contact Servers. See "Mac Server Administration" on page 359 or "Windows Server 
Administration" on page 389 for more information. 

9. Click OK to proceed with the synchronization. 
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The Status displays Done when the sync is finished. 

The Results area displays how many contacts were added, modified, or removed in Now 
Contact and Address Book. 



10. Now Contact launches and the contact file you selected in the synchronization opens. 
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Address Book Sync Data Mapping 



Below is an overview of how the Address Book Sync software maps data between the two applications. 
Contacts Created or Modified in Now Contact 



Now Contact field 


Maps to 


Address Book Held 


First 




First 


Middle 




Ignored 


Last 




Last 


Company 




Company 


Title 




Job Title 


Department 




Ignored 


Salutation 




Ignored 


Wk. Address 




Work (Address) 


Hm. Address 




Home (Address) 


Work 




Work 


Fax 




Work Fax 


Home 




Home 


Mobile 




Mobile 


Other 




Other 


Emaill 




Work (E-mail) 


Email2 




Home (E-mail) 


URL 




Home Page 


Custom 1-12 




Ignored 


Notes 




Ignored 


Contacts Created or Modified in Address Book 


Address Book Field 


Maps to 


Now Contact Field 


First 




First Name 


Last 




Last Name 


Company 




Company 


Title 




Title 


Work (Address) 




Wk. Address 


Home (Address) 




Hm. Address 


Work (Phone) 




Work 


Work Fax 




Fax 


Home (Phone) 




Home 


Mobile (Phone) 




Mobile 


Other (Phone) 




Other 


Work (E-mail) 




Emaill 


Home (E-mail) 




Email2 


Home Page 




URL 
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Troubleshooting Address Book Sync 

Some fields are not synced between the two applications. 

The Data Mapping tables above provide precise information about which fields are able to be synced. 
Large contact files (1000+) take a long time and makes Address Book sluggish. 

If you have a large contact file, it is wise to select only specific categories to sync. If you try to sync more 
than 1000 contacts a warning dialog appears. The sluggishness of Address Book is due to limitations in 
Address Book and not the Address Book Sync application or Now Contact. 

Categories in Noiv Contact do not translate into Address Book Groups. 

Address Book Groups are used as "Mail Groups" in Mac OS X's Mail application. 

My contacts with two-line addresses display in Now Contact concatenated. 

Address entries in Address Book with more than two lines of data are placed into Now Contact with the 
additional line of data appended, without a space, to the second line of the address field. 

I have blank records in my contact file after a sync. 

Blank records in Now Contact appear when a record is synced from Address Book that only contains an 
unmapped field like an iChat or AIM ID. 

Address Book Sync erroneously reports more contacts ivere modified than is true. 

Several actions in Now Contact and/ or Address Book can "modify" a record (i.e. change the 
modification date) besides actually making changes to the record fields. In Now Contact this includes, 
but is not limited to, changing the category linking events, syncing with something like a Palm OS 
device, etc. Although nothing may have actually changed, Address Book Sync sees the record as 
"Modified" even though it hasn't actually changed in either place. 
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Chapter 34 

Using the NowPak for 
iPod™ (Mac OS X only) 

Now Up-to-Date & Contact and Your iPod 



The NowPak for iPod contains two applications that import data into your iPod. Now Contact to iPod 
imports your contacts and Now Up-to-Date to iPod imports a selected date range of appointments, 
holidays, banners and special events. 

Why would you want to put information from Now Up-to-Date & Contact on your iPod? Convenience. 
The NowPak for iPod enables you to use your iPod as a portable address book and calendar as well as an 
MP3 player and portable hard drive. 

Installing the NowPak for iPod Software 



To Install the NowPak for iPod: 

1. Drag the main Applications to your Applications folder. 



Now Up-to-Date to iPod 




Now Contact to iPod 



To "Uninstall" the NowPak for iPod: 

1. Simply drag the Now Up-to-Date to iPod and Now Contact to iPod applications to the trash. 



Using the NowPak for iPod™ (Mac OS X only) 



351 



Using Now Up-to-Date to iPod 



Now Up-to-Date to iPod is designed to put information from your Now Contact Primary file on to your 
iPod. An iPod can be a handy way to carry your schedule while on the go. 

This application is designed for use on a computer running Mac OS X 10.1.5 and higher, Now Up-to- 
Date & Contact 4.2.5 or higher and iPod Software version 1.2 or higher. 

To Import Events to your iPod: 

1. Launch Now Up-to-Date 

2. Plug in your iPod. 

Your iPod must be a mounted volume on the desktop (Firewire disk use enabled). 

For instructions on how to mount your iPod on the desktop please see the instructions that came with your iPod 

3. Launch the "Now Up-to-Date to iPod" application by double-clicking the application icon. 



Now Up-to-Date to iPod 



A dialog appears. 




Thii jppLicaiiasn will import 
appointment inforoiatiwi from 
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vod- 
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4. Choose Import. 

A sheet drops down. 
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Cancel f Select > 



5. Click on the iPod you wish to use and click Select. 
Another sheet drops down. 
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6. Choose types of events you wish to import, select the date range, then click Import. 
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7. 



A Sheet drops down to show you the status of the import. 



Importing appointment information... 




full maOn 415 



Please be patient, large calendar files can take a long time to import. The date range you choose to import has a 
direct relationship to the amount of events you are putting on your iPod. Reducing the date range can improve 
the speed of the import. 

8. When the import is finished a dialog appears. 



The iPnl appointments file hai been updated 



f Don* \ 



9. Click Done. 

j Now Up-to-Date to iPod only syncs Appointments, Holidays and Banner and Specials. To Do items and Calls 
are not supported. 

Advanced Information 

The data stored on your iPod from Now Up-to-Date is located in a folder titled Calendars. The file 
stored within that folder is "appointments.vcs"and is stored as a vCal™ format file. vCal is an industry 
standard file format that is used in many different applications. 
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Using Now Contact to iPod 



Now Contact to iPod imports the contact data from Now Contact primary file into your iPod. 

This application is designed for use on a computer running Mac OS X 10.1.2 and higher, Now Up-to- 
Date & Contact 4.1 or higher and iPod Software version 1.1 - 2.0.1 

To put contacts onto your iPod: 

1. Launch Now Contact 

2. Plug in your iPod. 
Your iPod must be a mounted volume on the desktop (Firewire disk use enabled). 

For instructions on how to mount your iPod on the desktop please see the instructions that came with your iPod 

3. Launch the "Now Contact to iPod" application by double-clicking on it's icon. 



Now Contact to iPod 



The Now Contact to iPod window appears. 




rhii jppliHtign ynl import 
catilitt IflforfflACitXl from Now 
Contact™ Into your 'IPod. 
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4. Choose Import. 

A sheet drops down. 











1 


IhnniL the iPod la u-dilc wllh ippoml merits 










Cancel r 5«i«t T 





Click on the iPod you wish to use and click Select. 
Another sheet drops down. 
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6. Choose how you would like the names displayed on your iPod. 

Sort order (i.e. First Name, Last Name, Last Name, First Name) is controlled by the iPod software starting in 
version 1.2. You may therefore change the sort order on the iPod under Settings>Contacts. 
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7. 



A Sheet drops down to show you the status of the import. 



Importing cwiract i nfaf mai ion. 



Please be patient, large contact files can take a long time to import. 
8. When the import is finished a dialog appears. 



The iPod contact! File hai been updated. 



Click Done. 



Advanced Information 

The data stored on your iPod from Now Contact is located in a folder titled Contacts. The file stored 
within that folder is "nowcontact.vcf'and is stored as a vCard™ format file. vCard is an industry 
standard file format that is used in many different applications. 

m If a contact file already exists on your iPod when you attempt to import, a dialog appears allowing you to decide 
"*f what option you'd like to perform. 

Art HvwZ.'TH&iA file e*iHi *" lh.-> iPrtCI 
•j, MMdW, July 31, 3»J 1 11:01 PM 

Lar^e! Append 



Appending adds the contact info to the existing file where Replacing overwrites the existing file on your iPod. 
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Chapter 35 

Mac Server Administration 

This chapter explains how to install, set up, and maintain Now Up-to-Date Servers (Now Up-to-Date 
Servers), Now Contact Servers (Now Contact Servers), and the Now Server Manager (Windows). 

Macintosh Server System Requirements 



Now Server applications are tested and designed to work on any computers meeting these 
minimumrequirements : 

• All Power PC (PPC) Macs, including G3 and G4 processors 233 Mhz or higher 

• 16 MB of available RAM 

• A minimum of 20 MB of available hard disk space 

• Mac OS 8.6 through OS X (10.1 or greater) 

• lObaseT or higher network 

• A static IP Address 

• Ports 3167, 3168, 8080, and/ or 8081 may need to be open on your firewall depending on your specific 
Setup. 
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Server Techniques and Concepts 



This section provides information and guidance regarding how you can help your workgroup use the 
Now Up-to-Date & Contact networking features most effectively. 

Now Up-to-Date & Contact administration 

There are some steps you can take to ensure that your workgroup is using Now Up-to-Date & Contact 
in a consistent and productive manner. 

Installing Now Up-to-Date & Contact over the network 

Your users can install Now Up-to-Date & Contact directly from a network server. It's easy to set up a 
network file server for this type of installation. 

On the server volume, create a folder called Now Up-to-Date & Contact Network Install and drag the 
items from the Now Up-to-Date & Contact install CD into the folder, or you can run the installer 
directly from the Server. Once you've copied all the items, your users can install Now Up-to-Date and/ 
or Now Contact by opening the folder you created and double-clicking the Now Installer. Be sure to 
provide your users with complete instructions on installing in this manner. 

Standardizing Now Up-to-Date & Contact usage 

You may want to standardize how your users work in Now Up-to-Date & Contact, either by specifying 
standard Categories and Sets to use, standard Calendar Layouts and Detail Layouts, and so on. Once 
you've determined which components you want to standardize, you can set up a Calendar File and a 
Contact File and distribute them and any preferences files that apply. The preferences files are located in 
the Now Up-to-Date Prefs and Now Contact Prefs folders in your Preferences folder. 

Server administration 

The Now Up-to-Date Server and Now Contact Server are the application components of Now Up-to- 
Date & Contact that allow you to share schedule and Contact information. 

Their databases store Public Categories and the Public Events and Public Contacts they contain, as well 
as information on the available users, conference rooms and resources for Group Scheduling. To make 
Public Categories and Group Scheduling items available to your workgroup, you need to install the 
server applications on a networked Macintosh, then open the applications and set them up. Once 
configured, the servers can then be managed from any networked Macintosh. Password protection lets 
you ensure that only you can make changes to the configuration. 

The server M acintosh 

The server is a Macintosh on your network (either a dedicated server or a user workstation) on which 
you've installed the Now Up-to-Date Server and/ or Now Contact Server application. 

Each server Macintosh requires some disk space as a work area — up to 1 MB for a busy server. 

There is no specific limit to the number of users that can be supported by a single server Macintosh; 
however, the faster the central processor and the more RAM a Macintosh has, the more users it can 
support efficiently. A Now Up-to-Date Server Macintosh that is set up to facilitate Group Scheduling 
will usually have greater CPU and RAM demands than one that is storing and updating Public 
Categories and Public Events only. See "Server Tips and Troubleshooting" on page 387 for more information 
on the best Macintosh to use for your Public Event and Now Contact Servers. 
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Tip: You can run more than one Now Up-to-Date Server on a single Macintosh only if you open the server 
applications in the same order each time. There is no such restriction for Now Contact Servers — open them in 
any order you like. 

Also be aware that your Macintosh has a limit of 64 TCP/IP connections. Each Public Event and Now 
Contact Server that allows TCP/IP connections takes up 16 of the 64 connections, and every server 
configured as a Web publishing server uses an additional 16 connections. Keep these restrictions in 
mind if you run more than one server on a single Macintosh. 

The server database 

The server applications automatically create separate database files the first time you open them. These 
database files store all Public Categories and the shared Events and Contacts they contain. The database 
file on a Now Up-to-Date Server Macintosh set up for Group Scheduling also stores information on 
users, Resources and Conference Rooms. Now Contact Servers also create a history file that tracks 
modifications to the server database. 

The names of these database files consist of their server names followed by ".db"; the Now Contact 
Server history files consist of their server names followed by ".his". By default, the filenames are Now 
Up-to-Date Server.db, Now Contact Server.db and Now Contact Server.his. See "Setting up the Now Up- 
to-Date Server" on page 365 and "Setting up the Now Contact Server" on page 367 . The database files are 
automatically saved at regular intervals. 

The server options let you set automatic backups of the database files, with backup filenames and 
locations that you specify. Once you've done so, the database files are automatically backed up at 12:00 
midnight as long as the servers are running (see "Setting up the Now Up-to-Date Server" on page 365 and 
"Setting up the Now Contact Server" on page 367 for details on specifying backup files) . In addition to the 
automatic back-ups, you should back up the database files periodically using a back-up utility such as 
Retrospect™. We recommend that you set up the backup to only back up the '.db.bu' files, since the 
Server database files are likely to be open (busy) when the back up is performed. You do not need to 
back up the server applications to protect your Public Categories, Events and Contacts. 

Controlling multiplying Categories 

As your users get to know Now Up-to-Date & Contact better, and they realize the benefits of classifying 
Events and Contacts into different Categories, you're likely to see many Public Categories getting 
created for different purposes. Of course, you can control this quite directly by setting a password for 
Category creation on every Now Up-to-Date Server and Now Contact Server, but if you take a more 
open approach you may find that users simply need a little guidance on how best to use Categories. 

At times, your Now Up-to-Date users will want to create Public Categories named for themselves, so 
that everyone can "see their schedule." While this can be useful, the best way for users to share 
schedule and availability information is for each user to set up Group Scheduling, which has built-in 
features for viewing Meeting attendees' free time blocks. In addition, when subscribing to Public 
Categories with the Sets feature, users can choose the "Include all Events that block my free time" 
option, which ensures that Events that they've marked as attending will appear in their calendar Views, 
even if the Meeting originated in a Category to which they did not subscribe. These features offer 
enough flexibility to discourage users from creating an unwieldy number of Categories in Now Up-to- 
Date. 
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Setting up multiple servers 

There's really no limit to how many Now Up-to-Date Servers and Now Contact Servers you can install 
on your network. Having more servers installed entails more administration, but it also has the benefit 
of letting you categorize Public Events and Contacts into smaller, more specific areas. While Categories 
already allow this, the servers act almost as second-level Categories, allowing you to divide Events and 
Contacts into functional areas of your workgroup (Marketing, Development, Sales, and so on), or into 
other divisions, and still have Categories within those groups. Of course, the server workload is also 
better distributed among multiple machines this way as well. 

Tip: While you can have multiple Now Up-to-Date Servers installed on your network, we recommend that only 
one of them be set up as the server designated for Group Scheduling, and that its name somehow reflect this 
specific purpose. This way, when your users are starting the process of setting up for Group Scheduling, they 
know quickly which server to connect to and you avoid confusion at this early stage. 

Publishing Events and Contacts on the Web 

When you use the Web Publisher features of Now Up-to-Date & Contact, your Public Event and Now 
Contact Servers can publish calendars and address books on Web pages. The server applications 
automatically generate HTML (Hypertext Markup Language) files for the Calendar and Contact 
information you specify; the information can then be viewed and copied from many Web browsers. See 

"Setting up Now Up-to-Date Web publishing" on page 376 and "Setting up Web publishing in the Public 
Contact Sevrer" on page 380 for details on setting up Web publishing services. 



Upgrading Public Event and Now Contact Servers 
to a new version 



1. Follow the instructions for installing Server software. (See Server Installation on page 363.) 

When you launch your old Public Event or Now Contact Server, the database is automati- 
cally converted, and a copy of the old version database is placed in the folder. 
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Server Installation 



Installing the server applications is simple — the Installer application included with the software places 
the Now Up-to-Date Server and Now Contact Server and related items in the locations you specify. 

Before upgrading from earlier versions of the server applications, make a note of the server passwords and the 
backup filenames from the Server Configuration dialog box (available by choosing Setup... from the Server 
menu). After the upgrade installation is complete, enter the password and backup file information into the new 
Server Configuration dialog box. 

If you customized the name of the previous version of the server, rename your version 4.1 server with 
that server name. 

To install the Public Event and Now Contact Server software: 

1. Insert the disc into the CD-ROM drive, or unstuff the archive if your software was 
downloaded. 



If you obtained the Now Up-to-Date & Contact software electronically by downloading it 
rom the Power On web site, be aware that most web browsers will automatically unstuff 
the archive. If your web browser does this you will only need to locate the folder containing 
the Now Up-to-Date & Contact Installer. 

1. Double-click the Installer icon. 

The splash screen for Now Up-to-Date & Contact is displayed. 

3. Click Continue. 

A window appears, displaying the license agreement for the product. You need to Accept 
the terms of the license agreement in order to use the product. 

You can also choose to print a copy of the license agreement, save it to your hard disk as a 
text file, or decline the license agreement. Note that if you click Decline, the Installer will 
quit, since you must accept the license agreement in order to use the product. 



4. Click Accept. 

A new window appears, displaying the "Read Me" information for the product. This infor- 
mation is also available by opening the "Read Me" file found in the same folder as the 
Installer application. You should read this information now if you haven't yet done so, as it 
can be helpful during the installation process. 
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5. 



Click Continue. 



The main Installer window appears. 

The Installer defaults to a "Single User/ Client" setup, which installs the necessary items for 
an individual to use Now Up-to-Date & Contact on a single computer. 

6. Choose "Servers" from the upper left pop-up menu. 
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a Tfi/ou do not want to install both the Noiu Up-to-Date Server and Now Contact Server, 
"*f instead, of choosing "Servers" choose "Custom Install. " Place a checkmark beside either 

Now Up-to-Date Server (for sharing Calendar Events) or Now Contact Server (for sharing 
Contacts). 

Select the Disk and Folder where you want to install the software. 



You do not need to install the Now Up-to-Date & Contact client applications on the 
machine where you are installing the Public Event and/or Now Contact Servers. 



8. Click Install to begin the installation. 

A window appears displaying the progress of the installation process as the Installer places 
the product components in their correct locations. 

9. If you want the Public Event and Now Contact Servers to be launched at system startup, 
click "OK" when asked if you want to have an alias of the Public Servers added to the 
Startup Items folder. 

If you do not want the Public Event and Now Contact Servers to be launched at system star- 
tup, click "Cancel." The installation will continue, but aliases will not be placed in the Star- 
tup Items folder. 

When installation is complete, a dialog box appears, indicating that installation was suc- 
cessful. 

10. Click Quit. 

In some cases, you may want to install the software onto another disk before restarting; if 
so, you can click "Continue" instead of "Quit" at this point. 

Your Public Event and Now Contact Servers are ready to use. 
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Setting up the Now Up-to-Date Server 



The first time you open the Now Up-to-Date Server application, you will be prompted to enter some 
basic information and then saves that information. When you or any network users make subsequent 
changes to the Now Up-to-Date Server, such as adding Users or Resources or adding and modifying 
Public Events, those changes are stored in the database. 

To set up the Now Up-to-Date Server: 

1. Launch the Now Up-to-Date Server by double-clicking its icon (located in your Now Up-to- 
Date & Contact folder), or by double-clicking the alias that is automatically installed in the 
System Folder: Startup Items folder for the server Macintosh. 

Skip this step if the server application is launched automatically at system startup. 

If the server Macintosh was running a version 2.x or 3.x Now Up-to-Date Server before you 
installed version 4.1, the Now Up-to-Date Server application opens and converts the old 
database before opening this dialog box. 

The Server Configuration dialog box is displayed. 

Set options in the dialog box as desired for this Now Up-to-Date Server. 
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to the following chart for assistance in understanding the different options. 

Tip: You can enter passwords and click OK, or click OK to log in immediately to the Now 
Up-to-Date Server. Once you've logged in, you can open this dialog box again and set or 
change passwords. 

To... Do this... 

Set these options later Click OK. 

Name or rename the Now Up- Type the desired name in the Server Name text 

to-Date Server field. 

Protect the server from In the Admin. Log-in Password field, type the 

unauthorized access password, if any, required to gain access to this 

Now Up-to-Date Server. 



Refer 

? 
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To... 



Do this... 



Restrict the creation of meeting 
resources 



Restrict the creation of Public 
Categories 

Limit the number of stored 
Meeting notices 

Back up the database file 
automatically 

Enable World Wide Web 
publishing 



In the New Resource Password field, type the 
password, if any, required to add Users, 
Conference Rooms and Resources for Group 
Scheduling. 

In the New Category Password field, type the 
password, if any, required to create Public 
Categories. 

Enter a number in the Delete past Meeting 
notices after xx days field. 

Click the Backup file... button and specify a 
name and location for a nightly backup of the 
Now Up-to-Date Server's database file. 

Click the WWW Config... button and select the 
settings as desired. See "Generating HTML 
automatically vs. exporting HTML," starting on 
page 382, for details. 



Tip: Password-protecting the Now Up-to-Date Server is completely optional. As the net- 
work administrator, you decide how much access you want to allow those connecting to the 
* Now Up-to-Date Server. We recommend, however, that you at least set a password for 
Admin. Log-in to secure the system. 

When you're finished making configuration changes, click OK. 

The Now Up-to-Date Server status window is displayed. 

See the next section for information on using this window. 

If you want your Now Up-to-Date users to be able to create Public Categories, be sure to 
provide them with the Public Even Server's New Category password. 



0 
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Setting up the Now Contact Server 



The first time you open the Now Contact Server, you need to enter basic information. 

To set up a Now Contact Server: 

1. Launch the Now Contact Server by double-clicking its icon (located in your Now Up-to- 
Date & Contact folder), or by double-clicking the alias that is automatically installed in the 
System Folder: Startup Items folder for the server Macintosh. 



2. 



Skip this step if the server application is launched automatically at system startup. 
Set options in the dialog box as desired for this Now Contact Server Macintosh. 
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Refer to the following chart for assistance in understanding the different options. 

Tip: You can enter passwords and click OK, or click OK to log in immediately to the Now 
Contact Server. Once you've logged in, you can open this dialog box again and set or change 
passwords. 



? 



To. 



Do this. 



Set these options later 


Click OK. 


Name or rename the Now 


Type the desired name in the Server Name text 


Contact Server 


field. 


Protect the server from 


In the Admin Password field, type the 


unauthorized access 


password, if any, required to gain access to this 




Server. 


Restrict the creation of Public 


In the Create Password field, type the password, 


Categories 


if any, required to create Public Categories. 


Back up the database file 


Click the Backup file... button and specify a 


automatically 


name and location for a nightly backup of the 




Now Contact Server's database file. 


Enable Web publishing 


Click the Web Services... button and select the 


settings as desired. See Chapter 5, "Web 




Publishing Setup," for details. 
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?Tip: Password-protecting the Now Contact Server is completely optional. As the network 
administrator, you decide how much access you want to allow users connecting to the Now 
Contact Server. We recommend, however, that you at least set a password for Admin to 
secure the system. 

3. Click OK. 

The Now Contact Server status window appears; see the next section for information on 
using this window. Be sure to provide your networked Now Contact users with the server 
Create password so that they can create Public Categories and Contacts. 
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Now Up-to-Date Server application functions 



There are some administrative operations that you can perform from a remote Macintosh using Now 
Up-to-Date. Certain tasks, however, must be done directly within the Now Up-to-Date Server 
application. 

To set Now Up-to-Date Server options, open or switch to the Now Up-to-Date Server application; the 
Now Up-to-Date Server status window appears. 



Recent Connections Import Users 

Configure Server Clear Passwords 



GO 



Log In/Out 
Activity Indicator 



Jit 
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Use this option. 



To. 



Log In/Log Out 



Configure Server 
Recent Connections 

Clear Passwords 
Import Users 

Activity status bar 



Gain access to server administration functions. If you've set up 
a log-in password, you'll be required to enter it when you click 
Log In. Once you've logged in, the button changes to Log Out. 



? 



Tip: To log in quickly, click the button for the function you 
want to use. If the application is password-protected, type the 
password to go directly to the desired area. 



Open the Server Configuration dialog box, explained in the 
previous section. 

Open a dialog box listing users who have recently connected to 
the Now Up-to-Date Server. You can select users and click 
Disconnect to free up access for other users and maintain the 
maximum number of users permitted by your user license. 

Clear the password protection for any Public Categories, Users, 
Resources or Conference Rooms. 

Import names and other essential data for the users on your 
network from a text file. See "Importing Group Scheduling 
items" in Chapter 4, "Group Scheduling Setup," for 
information on using this function. 

Monitor server activity. The indicator moves as users connect to 
and disconnect from the server, and as Categories, Conference 
Rooms and Resources are created or modified. 



Leave the server application running so it's available to your network users at all times. 



Tip: To close the Now Up-to-Date Server Status window without quitting the server application, choose Close 
Status Window from the File menu or press 3€ -W. Choose Open Status Window to reopen it, or press §€ -O. 
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Now Contact Server application functions 

There are some administrative operations that you can perform from a remote Macintosh using Now 
Contact. Certain tasks, however, must be done directly within the Now Contact Server application. 

To set Now Contact Server options, open or switch to the Now Contact Server application; the Now 
Contact Server status window appears. 



Remove Users 



Configure Server 



0 0 



Log In/Out 
Activity Indicator 



Clear Category Passwords 
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Use this option... 



To... 



Log In/Log Out 



Configure Server 
Remove Users 

Remove Passwords 
Activity status bar 



Gain access to server administration functions. If you've set 
up a log-in password, you'll be required to enter it when you 
click Log In. Once you've logged in, the button changes to 
Log Out. 



? 



Tip: To log in quickly, click the button for the function you 
want to use. 



Open the Now Contact Server Configuration dialog box, 
explained in the previous section. 

Open a dialog box listing users who have recently connected 
to the Now Contact Server. You can select users and click 
Purge to free up access for other users and maintain the 
maximum number of users permitted by your user license. 

Clear the password protection for any Public Categories on 
the server. 

Monitor server activity. The indicator moves as users connect 
to and disconnect from the server, and as Categories are 
created or modified. 



Leave the server application running so it's available to your network users at all times. 



Tip: To close the Now Contact Server Status window without quitting the server application, choose Close 
Status Window from the Tile menu or press 9€ -W. Choose Open Status Window to reopen it, or press §€ -O. 
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Public Categories 



Public Categories are the key to sharing Calendar and Contact information using the Public Event and 
Now Contact Servers. Your users can only share Events and Contacts that are assigned to Public 
Categories. 

Public Categories for Events are created in Now Up-to-Date; Public Categories for Contacts are created 
in Now Contact. The Public Event and Now Contact Servers must be installed and running before 
Public Categories can be created. 

Creating an initial set of Public Categories on the Server is a good way to encourage users to assign 
Events and Contacts relating to particular subjects to certain Categories. 

You must create at least one Public Category using the Now Up-to-Date Define Categories function in order for 
Group Scheduling to be available for your workgroup. 

The Now Contact Server application automatically creates a single default Now Contact Public 
Category during installation and set up. You many want to rename this category for your own 
workgroup purposes. 

See "Connecting to a Now Contact Server," starting on page 231, for information on subscribing to Public 
Categories. 

Public Category passwords 

Public Categories can be set up so that passwords are required to view, modify, move or delete Events 
and Contacts assigned to them. The Now Up-to-Date Server and Now Contact Server applications 
allow you to clear the passwords for all Public Categories on the servers. 

This is useful in case you need to modify a Public Category or its Events or Contacts, or alter a 
password for a Public Category when the Category's creator has forgotten it. 

See "Now Up-to-Date Server application functions" on page 369 and "Now Contact Server application 
functions" on page 370 for information on clearing passwords, and refer to "Connecting to a Now Contact 
Server," starting on page 231, for details on setting passwords for Public Categories. 
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Group Scheduling Setup 

This chapter describes how to set up a Now Up-to-Date Server for Group Scheduling, and import 
Group Scheduling items into your server from text files. 

Setting up Group Scheduling 

If your new Now Up-to-Date Server is intended to support Group Scheduling, the next step after 
installation and set up is to define the network users who will participate in Group Scheduling, and the 
items that will be available for Meetings (Resources and Conference Rooms). 

You must create a Public Category in Now Up-to-Date in order for Group Scheduling to take place in your 
workgroup. See "Setting up the Now Up-to-Date Server" on page 365 for details. 

To define Group Scheduling Users, Resources and Conference Rooms: 

1. In Now Up-to-Date, choose Administration... from the Meeting menu. 
The Administration dialog box opens. 

2. Choose your new Now Up-to-Date Server from the Server pop-up menu. 




3. Choose Users from the Type: pop-up menu. 

The scrolling list appears blank, because no Group Scheduling items have yet been created 
on this Now Up-to-Date Server. 

?Tip: If you have many Users to add to your Now Up-to-Date Server (and Resources or Con- 
ference Rooms as well), you can save a great deal of time by placing information on these 
items in a text file and importing that file into the Now Up-to-Date Server application. See 
"Importing Group Scheduling items" on page 374 . 
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Click New.... 

The New User dialog box opens. 
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5. Enter the user's name in the Name field. 

You can also fill in the optional information in the fields (Extension, Department, Descrip- 
tion) below the user name if you wish. 

6. Set a Login Password for the user, if desired. 

Setting a Login password means that users will need to enter that password the first time 
that they set up a Calendar File for Group Scheduling in Now Up-to-Date, as well as to 
assign a Proxy or modify Meeting Availability settings. 

7. Set the other available options for this user if you wish. 



Click... 



To... 



Meeting Avail... 


Open the Meeting Availability dialog box where 




you can indicate the hours the user is available 




for Meetings. 


Set Proxies- 


Open the Proxy List where you can select a 




Proxy to act on behalf of the user. 



8. Click OK. 

You're returned to the Administration dialog box. 

m If you set up a password for creating Group Scheduling items (Users, Conference Rooms 
and Resources) on the server, you'll be prompted to enter that password now to confirm the 
new User. You won't have to enter it when creating subsequent items, until you close the 
file. 

9. Repeat steps 4 through 8 to define additional users. 

10. Choose Resources from the Type: pop-up menu, then repeat steps 4 through 8 for each 
Resource that you want to define. 

Resources can be equipment, supplies, or refreshments that are required for a Meeting. 
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11. Choose Conference Rooms from the Type: pop-up menu, then repeat steps 4 through 8 for 
each Conference Room that you want to define. 

Create a Conference Room to match every meeting room that's available to your work- 
group. 

You can't modify Availability settings for Resources or Conference Rooms — they're always 
available unless another Meeting is already scheduled. You can set Proxies for Resources 
and Conference Rooms, however, to ensure that someone is responsible for monitoring the 
Resource and Conference Room schedules. 

12. Click OK. 



Importing Group Scheduling items 

It's easy to get user names and information into your Now Up-to-Date Server without having to enter 
each one individually. If you're running an e-mail system, or any other network application that 
maintains a list of the users in your workgroup, you may be able to export a list of those users that you 
can then import into the Now Up-to-Date Server with a minimum of preparation. You can also include 
information on your Conference Rooms and Resources in this file, to make your data entry process even 
easier. 

The text file that you import should include information on each user, Conference Room or Resource in 
a specific format. This must appear on one line, with each "field" of information separated from the 
other by a Tab. Place a Return at the end of each line before starting a new item's information. 

Include information for each item as follows: 

• Type (must be user, room or resource) 

• Name 

• Log-In Password (optional — place a blank Tab here if no password is desired) 

• Description (user functions/ responsibilities; Conference Room location/ furnishings; Resource 
function or usefulness) 

• Capacity (applies only to rooms, but must appear as at a blank Tab in other entries) 

• Office telephone extension (probably irrelevant to resources — place a blank Tab here if so) 

• Department/Location 

A few lines from an example file might read: 

user<Tab>Julia Gonzalez<Tab>stereo<Tab>Public Relations Manager<TabxTab>123 
<Tab>Marketing, Office 203<Return> 

room<Tab>Skyline Room<Tab>bad dog<Tab>Big table, leather chairs<Tab>12<Tab>197 <Tab>Front 
of office, behind Reception<Return> 

resource<Tab>VCR/TV Combo<Tab>sonic<Tab>19-inch screen, built-in speakers, VHS, 
remote<Tab><Tab><Tab>Multimedia storage closet <Return> 

Once you've prepared your file for importing, switch to the Now Up-to-Date Server application (after 
moving to a different Macintosh, if necessary), and click the Import Users button in the Now Up-to- 
Date Server's Toolbar. A directory dialog box opens in which you can locate and select the file to import. 
When the file is selected, click Import — the Now Up-to-Date Server displays a progress bar until 
importing is complete. 
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You can verify that importing was successful by switching to the Now Up-to-Date application and 
choosing Administration. . . from the Meeting menu to open the Administration dialog box. Choose 
your Now Up-to-Date Server's name from the Server: pop-up menu, and choose Users from the Type: 
pop-up menu. The users you imported should appear here. 

Choose other items from the Type: pop-up menu if you imported Resources and / or Conference Rooms 
as well. 



Modifying items in the Administration dialog box 

In the Administration dialog box, you can modify any item in a Category, User, Resource or Conference 
Room list by selecting the item in the scrolling list and clicking the button for the function you want to 
carry out. 



Click., 



To. 



Delete... 
Move- 
Edit... 



Delete the selected item. 

Move the selected item to another server. 

Open an Info dialog box for the selected item where you can 
modify the information associated with it (name, purpose, 
passwords and so on). 
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Web Publishing 



Your Public Event and Now Contact Servers can be used to publish Events and Contacts as Web pages. 

Content for publishing is set up using the Now Up-to-Date Server and Now Contact Server 
applications. Once setup is complete, the respective server applications automatically create the HTML 
files that make up your Web pages. 

Below is a sample tour schedule published on the World Wide Web using Now Up-to-Date Web 
Publisher. Many thanks to our friends the Radiators for permission to share their web site! You can jazz 
it up with the Rads at 

http: / / www.radiators.org. 
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Setting up Now Up-to-Date Web publishing 

You can enable Web publishing services when you set up your Now Up-to-Date Server for the first time, 
or at any point afterward. 
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To set up Now Up-to-Date Server Web publishing: 

1 . If the Now Up-to-Date Server is not running, launch it by double-clicking the Now Up-to- 
Date Server icon. 

jit If this is the first time the Now Up-to-Date Server has been launched, you will need to con- 
N." figure it before you can continue. Configuration is simple and will take you just a few 

moments to complete. See "Setting up the Now Up-to-Date Server" on page 365 for more 
information. 

The Now Up-to-Date Server status window appears. 
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m If the Status window does not appear, you can open it by choosing Open Status Window 
from the File menu (9€ -O). You do not need to open the Status Window to set up Web Pub- 
lishing. 

2. Choose Setup from the Server menu, or click the Configure Server button on the Status 
window Toolbar. 



j)p Configure Server 
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The Server Configuration dialog box will be displayed. 

Click the WWW Config. . . button at the bottom of the dialog box. 
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The Web Services Configuration dialog box will be displayed. 
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Set the Web publishing options in the Web Services Configuration dialog box as desired. 
Once you've set options, you can open this dialog box again to change them. 
See the chart on the following page for a description of Web Publishing options. 
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To. 



Do this.. 



Use your Macintosh as a Web 
server 



Select Generate HTML Automatically. For more 
information on this option, see "Generating 
HTML automatically vs. exporting HTML" later 
in this chapter. 

You can specify a TCP port for Web connections, 
but we recommend using the default port 
setting. 



4> 



Be sure to assign a different port number for 
your Web server than the one used for your 
Public Event and Contact Servers. 



Export Web page files 



Select a folder for exported files 



Specify how often to export 



Select Export HTML. For more information on 
this option, see "Generating HTML automatic- 
ally vs. exporting HTML" later in this chapter. 

Click the Export To.... button Select the folder 
you want your Web page files exported to in the 
directory dialog box, then click Save. See "Using 
exported files" later in this chapter for 
information on what gets exported to this folder. 

Choose an option from the Export Frequency 
pop-up menu. If your published Events change 
frequently, select a higher frequency. 



378 Mac Server Administration 



To... 



Do this... 



Specify a month range to export 



Specify how to save exported 
files 



Select Public Categories to 
publish 



Specify how calendar 
information will be displayed in 
the user's browser 



Choose an option from the Date Range pop-up 
menus. The wider the range, the more Events are 
exported and published. 

Select a Name Files By option. View Date saves 
each Calendar View and Event as a unique file. 
Relative Day replaces the files each month. 

Click the Categories... button. Select the Public 
Categories you want to publish in the Web Page 
Configuration dialog box that appears. 

Tip: You can assign different Web page 
headers and/or footers for the Categories you 
■ publish. See "Changing headers and footers 
by Category" on page 384 for more 
information. 

Select an option under Clicking category in 
home page displays:. HTML Month view 

displays the standard Now Up-to-Date calendar 
month view. 



When you're finished setting up Web publishing, click OK. 
You will be returned to the Server Configuration dialog box. 
Click OK. 

You will be returned to the server status window. 
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Setting up Web publishing in the Public Contact Sevrer 

You can enable Now Contact Server Web publishing when you set up the server for the first time, or any 
time afterward. 

To set up Now Contact Server Web publishing: 

1. If the Now Contact Server is not running, launch it by double-clicking the Now Contact 
Server icon. 



If this is the first time the Now Contact Server has been launched, you will need to configure 
it before you can continue. Configuration is simple and will take you just a few moments to 
complete. See "Setting up the Now Contact Server" on page 367 for more information. 



The Now Contact Server status window appears. 



m If the Status window does not appear, you can open it by choosing Open Status Window 
from the File menu fS€ - O). You do not need to open the Status Window to set up Web Pub- 
lishing. 

Choose Setup from the Server menu, or click the Configure Server button on the Status 
window Toolbar. 
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Configure Server 
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The Server Configuration dialog box will be displayed. 

Click the Web Services. . . button at the bottom of the dialog box. 
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The Web Services Configuration dialog box appears. 
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4. 



Set the Web publishing options in the dialog box as desired. 
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Once you've set options, you can open this dialog box again to change them. 
To... Do this... 



Use your Macintosh as a Web 
server 



Select Generate HTML Automatically. For more 
information on this option, see "Generating 
HTML automatically vs. exporting HTML" later 
in this chapter. 

You can specify a TCP port for Web connections, 
but we recommend using the default port 
setting. 

m Be sure to assign a different port number for 
^jr your Web server than the one used for your 
Public Event and Contact Servers. 



Export Web page files 



Select a folder for exported files 



Specify how often to export 



Select Export HTML. For more information on this 
option, see "Generating HTML automatically vs. 
exporting HTML " on page 382. 

Click the Export To... button. Select the folder 
you want your Web page files exported to in the 
directory dialog box, then click Export To This 
Folder. See "Using exported files" later in this 
chapter for information on what gets exported to 
this folder. 

Choose an option from the Export Frequency 
pop-up menu. If your published Contacts 
change frequently, select a higher frequency. 
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To- 
Select Public Categories to 
publish 



Specify how Contact 
information will be displayed in 
the user's browser 



Do this... 

Click Categories.... Select the Public Categories 
you want to publish in the Web Page 
Configuration dialog box that appears. Click List 
View Fields... and Detail View Fields... to 

specify which fields to display for each 
published Category. 

Tip: You can assign different Web page 
headers and/or footers for the Categories you 
■ publish. See "Changing headers and footers 
by Category" later in this chapter for details. 

Select an option under Clicking category in 
home page displays:. HTML List view displays 
Contacts in the standard Now Contact List View 
format. 



When you're finished setting up Web publishing, click OK. 

You will be returned to the Now Contact Server Configuration dialog box. 

Click OK. 

You will be returned to the server Status window. 



Generating HTML automatically vs. exporting HTML 

Several factors may help you decide whether to let your server generate HTML automatically, or export 
HTML to a specific folder at regular intervals. 

Generating HTML automatically means that your server Macintosh acts as a Web server — Now Up-to- 
Date & Contact creates all the necessary Web page files, and users access your Macintosh directly from 
their Web browsers. In general, this is advisable if your Macintosh is powerful enough to handle dozens 
of simultaneous HTML requests. If not, you may want to export. 

Exporting HTML gives you access to the files that make up your Now Up-to-Date & Contact Web 
pages. Exporting is useful if you plan on using your Internet provider's server as your Web server, or if 
another, more powerful Web server machine is available in your office (a Unix server, for instance). 

A final option is to generate HTML automatically and export HTML at the same time. This is useful if 
you want your server Macintosh to act as a Web server for a limited number of users (the employees in 
your company, for instance), while still being able to provide the Web page files to an external provider 
for wider use. 



Customizing your Web pages 

Your Calendar and Contact Web pages are made up of a number of files that determine page 
appearance and structure. While many of the default files created by the server applications may suit 
your publishing needs, you may want to replace or modify others to customize your Web pages. 

Tip: If you override a default HTML or GIF file and aren't satisfied with the results, just delete the file and restart 
the server application. The original default file is re-created. 
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Default Web page files 

When you publish Web pages for the first time, the server applications each create the following folders 
and files in the same folder as the server applications themselves: 

This folder... Contains... 

SysHTML The "HomeHead.html" and "HomeFoot.html" files, which 

define the upper and lower portions of your Web home pages, 
and "CatHead.html" and "CatFoot.html", which define the 
same portions of your Web Category pages. The Now Contact 
Server also includes "frame.html", which defines the overall 
structure of all Contact Web pages. (Now Up-to-Date Servers 
do not include a "frame.html" file.) 

Images All the GIF graphics files that make up the elements of your 

Web pages, such as Calendar month buttons and Contact 
alphabet buttons. 

Exported Web page files 

When you export Web page files for the first time, a "homepage.html" file that lists the Categories 
you're publishing is the automatically created in your export folder. The following folders are also 
created in the export folder: 

This folder... Contains... 

Images All the GIF graphics files that make up your Web page. (This 

is a copy of the default Images folder described above.) 

Category folders All the HTML files for the Events or Contacts you're 

publishing. 



Separate folders are created for each Category you publish. 
These folders are named according to their Category ID 
numbers. 



Each Category folder includes the Calendar View pages (for example, "m6-l-01.html" for the June 2001 
Month View) or Contact List View pages ("CGA.html" through "CGZ.html" for the alphabetical 
listings). They also contain the detail pages for each published Event (for example, "d6-6-01+2.html" for 
the second Event on June 6, 2001) or Contact (for instance, "ID10002.html"). 

If you want to customize your exported Web pages, be sure to customize only those files in the SysHTML and 
Images folders. If you customize the files in your export folder, the default files automatically overwrite your 
modified files during the next scheduled export. 

Replacing Web page files 

You can replace any of the Web page files in the SysHTML and Images folders to customize your Web 
page. For example, you might want to replace the default home page header with a GIF file containing 
your company name and logo. 

Replacing default files changes all Web pages on a server. To replace a header and/or footer file for a specific 
published Category only, see "Changing headers and footers by Category" on page 384 . 
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Follow these guidelines when replacing Web page files: 

• Replacement files must have the same filenames as the files they're replacing, including the ".html" 
or ".gif" extension 

• All GIF files referenced in a replacement header and footer files must be placed in the Images folder 

• References to GIF files in replacement header and footer files must be in this form: 

<IMG SRC=" . . / Images /f ilename"> 

where "filename" is the name of the GIF file (be sure to include the ".gif" filename extension if 
appropriate). 

Modifying Web page files 

You can customize your Web pages by modifying the default header and footer files, including adding 
and providing links to HTML files of your own. You should have an understanding of HTML before 
modifying the default files; there are several useful HTML guides available on the World Wide Web to 
get you started. 

It's possible to modify the "frame.html" file, but we don't recommend it. If you do modify "frame.html" 
and need to return to the default file, delete the modified file from SysHTML and restart the Now 
Contact Server application. The original file is re-created. 

Adding links to additional HTML files in the default files allows your users to jump to other relevant 
Web pages. HTML files referenced in links must be in the Images folder. 

References to additional HTML files in default files must be in the following form: 

<A HREF=" . . / Images / filename " > 
where "filename" is the name of your HTML file. 

If you're exporting HTML files for use on a different platform server, there may be filename case 
restrictions. You may want to use lowercase filenames to avoid problems. 



Changing headers and footers by Category 

You can specify different header and/ or footer files for each Category you publish. This is useful if you 
don't want to replace the default header and footer files for all your Category pages. 

Place your custom header and footer files in the appropriate SysHTML folder; they must include the 
".html" filename extension. When you set up your server for Web publishing, enter the name of these 
header and footer files in the respective Category Header File and Category Footer File text boxes in the 
Web Page Configuration dialog box. If you leave these boxes blank, the default header and footer files 
are used. See "Setting up Now Up-to-Date Web publishing" on page 376 and "Setting up Web publishing in the 
Public Contact Sevrer" on page 380 for more information on Web publishing setup. 
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Server Maintenance 



This chapter describes how to perform general maintenance on your Public Event and Now Contact 
Servers, including moving server files from one Macintosh to another and archiving public Events. 

Moving server files from one Macintosh to another there may be times when you want to make a 
different Macintosh your Public Event or Now Contact Server Macintosh. This may be because a faster 
Macintosh has become available, for instance. The most important part of this procedure is moving the 
server database files to the new Macintosh, since they contains the Public Categories, Events, Contacts 
and Group Scheduling items you're moving. 

When moving a Noiv Contact Server to another Macintosh, be sure to move its history file along with its 
database file. 

To move server files to another Macintosh: 

1. Quit the server application. 

2. Copy the application and the corresponding database and history files over the network or 
to a CD before removing them from the old server Macintosh. 

The database filename consists of the name of the server followed by ".db", while the name 
of the history file consists of the name of the server followed by ".his". 

« You don't need to copy the server applications from the original server Macintosh — you can 
^jr always install them from your master disc. 

3. Locate the copied files, then copy them to the new server's hard disk. 

4. Verify that the database file (and, if appropriate, the history file) has the same name as the 
server. 

If the names don't match, either copy the name of the server and paste it before the ".db" 
portion of the database filenames, or change the name of the server to match the database 
file. 

5. Open the server application on the new server Macintosh. 

A progress bar appears, showing that the server application is loading the database file. 
This indicates that the move was successful, and that this Macintosh is now a Public Event 
or Now Contact Server. 



Restoring a server database file from backup 

If your server database file is lost or damaged and you need to restore it from a backup, follow these 
steps. 

To restore a server database file: 

1. Locate the database file that is to be replaced. 

The database file will be in the Now Up-to-Date or Now Contact folder. Disregard this step 
if the file has simply been lost or accidentally deleted. 
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2. Copy the backed-up database file into this location. 

If you're replacing a file of the same name, it is probably in use, so that you will have to 
move it to a different location (such as the Desktop) before you'll be allowed to place the 
new file in its location. 

3. Verify that the database file has the same name (preceding the ".db" suffix) as the server 
application. 

If the names don't match, copy the name of the server application and paste it before the 
".db" portion of the database file's name. 

4. Open the Now Up-to-Date Server application. 

A progress bar appears, showing that the server application is loading the new database 
file. This indicates that the restoration was successful. 



Archiving data from a Now Up-to-Date Server 

When large numbers of users in a workgroup use Now Up-to-Date regularly to schedule Events, a Now 
Up-to-Date Server's database file can become so large that Now Up-to-Date's network performance is 
affected. The best way to prevent this is to archive Event information from Public Categories. Archiving 
lets you remove Public Event data older than a specified number of months from the database file, and 
save it to a text file. 

Archiving Events in Now Up-to-Date does not remove Events from the Contact Log of linked Contacts. 

In order to archive all Public Event data and remove it from the Now Up-to-Date Server database file, 
you must run Now Up-to-Date on the Now Up-to-Date Server Macintosh. This function reduces the 
size of the database file and improves network performance. Even though the removed information is 
saved to a text file, use caution when archiving data. 
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Server Tips and Troubleshooting 



This section provides helpful usage and performance tips, as well as important information about 
problems you or your users may encounter when using a Public Event or Now Contact Server. 

Usage tips 

When you create a Now Up-to-Date Server or Now Contact Server, be sure to give it a name that readily 
conveys its purpose, and that won't be confused with another server. ("Product Marketing Server" is 
much more informative than "Bob's Server" or even the default "Now Up-to-Date Server" or "Now 
Contact Server" when you're on a network with multiple servers running.) Clear naming of servers can 
help to reduce network traffic by ensuring that your users connect only to the servers that they really 
need information from. 

If you change a server's name, be sure to quit and then re-open the server application, and to inform 
your users of the change. 

Server performance 

The Macintosh you use as your Public Event or Now Contact Server determines how quickly your users 
can use the information stored on it. The more powerful the processor, of course, the faster will be the 
response time for users. 

Be aware that when your users read Public Events or Contacts from a server into their Calendar or Contact File 
for the first time, the process takes substantially longer than on subsequent updates. 

Common questions 

We moved a server to another Macintosh on the network, and now all of the server's Public 
Categories are gone. 

The most likely reason for this is that the database files for the servers were left behind on the old server 
Macintosh. See "Moving server files from one Macintosh to another" in Chapter 6, "Server 
Maintenance," for details on moving servers and their database files. 

The server database on our network was lost and there's no backup to restore it from! 

While this is a serious situation, it is possible that the Public data can still be recovered. Because copies 
of Public Events and Contacts are stored in users' Calendar and Contact Files, you may be able to export 
the Public data from a user's Calendar or Contact File, re-create the lost Public Categories, and import 
the data back into the new Public Categories. Because the servers create new, blank database files if they 
don't find the old ones at startup, it's important that you find a user whose Calendar or Contact File has 
not connected to the server since the original database was lost. 

The server on our network seems inactive at times and won't respond to update requests. 

Because the servers are applications, their functions can be interrupted if a dialog box from another 
application or extension is open on the screen of the server Macintosh. You should check to see if this is 
happening on the Macintosh, and if so, look into preventing these dialog boxes from appearing. 

What does the activity indicator in the server status window show? 

The bar showing server activity reflects the five-second average of client requests received every 
second. (A client request is a user modifying a Public Event or Contact, a user subscribing to a new 
Public Category and so on.) 
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Chapter 36 

Windows Server Administration 

This chapter explains how to install, set up, and maintain Now Up-to-Date Servers, Now Contact Servers, 
and the Now Server Manager for Windows. 

Windows Server System Requirements 

Now Server applications are tested and designed to work on any Computer meeting these requirements: 
Minimum Server System Requirements 

• Network: lOBase-T or higher, TCP/IP required for network connectivity 

• Enabled Ports: 3167 (Now Up-to-Date Server), 3168 (Now Contact Server), 8080 (Now Up-to-Date Web 
Publishing), 8081 (Now Contact Web Publishing) 

• A static IP Address 

• CPU: Pentium II or similar processor at 500 MHz or faster 

• Memory: 128 MB of RAM or higher 

• Storage: At least 20 MB of Hard Drive space 

• (Please note that the server database file sizes are determined by usage) 

• OS: Windows XP, 2000, or NT 



Recommended Server System Requirements 

• Network: 100Base-T or higher, TCP/IP required for network connectivity 

• Enabled Ports: 3167 (Now Up-to-Date Server), 3168 (Now Contact Server), 8080 (Now Up-to-Date Web 
Publishing), 8081 (Now Contact Web Publishing) 

• A static IP Address 

• CPU: 1 Ghz Processor or faster 

• Memory: 512 MB or higher 

• Storage: At least 1 GB of free hard drive space 

• (Please note that the server database file sizes are determined by usage) 

• OS: Windows 2000 Server 
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Installing the Servers 



Installing the Now Server Manager is simple — the install wizard places the Now Up-to-Date Server, 
Now Contact Server, Now Server Manager, and related items into a user-defined directory or by default 
into ...\ Program Files \ Now Software \ 



To Install the Now Server Manager Software: 

1. Insert the disk into the CD-ROM drive, or unzip the downloaded installer. 

2. Double-click the Installer icon. 

The InstallShield Wizard screen for the Now Server Manager is displayed. 

3. Click Next, and you will see a welcome screen. 



Click Next, a window appears, displaying the license agreement and limited warranty for 
the product. You need to accept the terms of the license agreement in order to use the 
product. 

If you click "I do not accept the terms in the license agreement," the Installer will not allow 
you to continue, since you must accept the license agreement in order to install and use the 
product. 



10. 



11. 



Click "I accept the terms in the license agreement." 
Click Next. 

A new window appears, displaying the "Read Me" information for the product. This infor- 
mation is also available by opening the "Read Me" file found in the same folder as the 
Installer application. You should read this information now if you haven't yet done so, as it 
can be helpful during the installation process. 

Click Next and then click Next to use the default location or click Change to select a 
destination folder for the software. 

The wizard defaults to installing the software into: 
c: ...\Program Files\Now Software\NSM\ 

Click Next, now the wizard is ready to install the software. Click Back to revisit any of the 
installation settings or click Cancel to exit the wizard. 

Click Install to begin the installation. 

A window appears displaying the progress of the installation process as the Installer places 
the product components in their correct locations. 

For the Now Up-to-Date and Now Contact Servers to be automatically launched at system 
startup, check the box next to "Run at Startup". 

Once installation completes successfully, the installer will ask if you want to launch the 
Now Server Manager immediately. 

Click Finish to exit the wizard. 

Your Now Up-to-Date and Now Contact Servers are ready to configure using the Now 
Server Manager. 
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12. If you chose to launch the Now Server Manager in the last step a dialog may appear 
prompting you to use the Service Control Manager to start the Services. 

The Service Control Manager can be found in Windows XP by selecting Administrative 
Tools > Services from the Start menu. 

Locate and select the Now Server Service in the resulting list. 
Click the Start button before using the Now Server Manager. 



Now Server Manager (Windows) 



The Now Server Manager is a Control Panel which lets you create, configure, and mange your local 
Now Up-to-Date & Contact Servers. 
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Creating Servers 

To use the Now Sever Manager, you will need to create a server. This section covers creating a new Now 
Up-to-Date or Now Contact Server, Locating an existing server file, editing a server you previously 
created, and deleting a server. 

You can use database files created by either Now Server Manager or the 4.x versions of the Public Event and 
Public Contact servers. To create a server using an existing database, see Locating an Existing Server below. 

To Create a Now Up-to-Date or Now Contact Server: 

1. Select it from the list and press the Create button. 
The Create Server dialog appears. 



Create Server 



Name: |New Server! 



Type: 



~3 



IP Address: | 

Run server at startup 

Administrator Password: [ 



Port:|31G7 



Create Category Password: [ 



Create Resource Password: [ 
Locate Cancel 



□ K 



Enter information in the spaces provided. 

•Set the Administrator Password to secure configuration of this server. 

•Set the Create Category Password to secure creation of new categories on this server. 

•Set the Create Resource Password to secure creation of Users, Rooms, or Resources 
on this server. 



3. Click OK when you are finished to create the server. 

Tip: Password-protecting the Server is completely optional. As the Server Administrator, you decide how 
much access you want to allow users connecting to the Now Contact Server. We recommend, however, 
that you at least set the Administrator Password to secure the system. 

jjt If you want your Now Up-to-Date users to be able to create Public Categories, be sure to provide them 
\*f with the Now Up-to-Date Server's Create Category password. 

If you leave the Password fields blank, anyone will be able to Administer, or create Categories 
and Resources. 
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Starting and Stopping Servers 

To start a server, highlight it in the list and press Start Server from the buttons on the right hand side. 

Severs can be set to "Run at Startup," this way you won't need to manually start them using the Now 
Server Manager. To set a server to Run at Startup place a check mark in the left hand column of the main 
Server window or check the option when creating or editing a server. 

To stop a server, highlight it in the list and press Stop Server from the buttons on the right hand side. 

j You can start or stop multiple servers at the same time. You will need to enter the Administrator password for 
each server you are starting or stopping. 



Password Dialog 



Administration password for Now Software Calendar: 



□K 



Cancel 



Right clicking on a server brings up a contextual menu where you can select to start or stop a server. 



Locating an Existing Server 

If you previously created a server and it is not listed in the main Now Server Manager window or if you 
have brought a server file over from another computer, you'll need to locate the file. 

To Locate a Server Database file: 

1. Click the Create button in the main Now Server Manager window. 

2. In the Create Server dialog, click the Locate button. 

3. A dialog will appear allowing you to navigate to the Server Database file you wish to 
locate. 

4. Once you've selected the file, press Open. 

•If you choose a server database file that doesn't reside in 

...\NSM\Servers\<servername>\, the Now Server Manager will display a dialog: 



Capy dilfliiaic HIe 



■ ■ 



t. Ptc-F)fhj'ltvJrakiii>atit(l 



Windows Server Administration 393 



Click OK to allow the Now Server Manager to copy the file to the proper directory. 
Click Cancel to not copy the file and end the attempt to locate a server file. 



5. Now you're ready to complete any configuration to the server. 

The Server database Tile's default location is: 

...\Program Files\Now Software \NSM \ Servers \ YOURSERVERNAME \ . 
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Editing an Existing Server 

You can change the attributes of an existing server by using the Edit Server button. Attributes like name, 
type of server, port, whether or not to run at startup, and passwords can be changed here. 

To Edit an Existing Now Up-to-Date or Now Contact Server: 

1. Select it from the list and press the Edit Button. 

m Servers must be stopped before they can be edited. To stop a server, press the Stop Server button or right click on 
a server to bring up a contextual menu where you can select to stop the server. See "Starting and Stopping 
Servers" on page 393 for more information. 

2. The Edit Server dialog appears. 



Edit Server 



Name: |Now Software Calendar 
Type: I Now Up-to-Date Server 



2 



IP Address: | 

Run server at startup 

Administrator Password: 
Create Category Password: 
Create Resource Password: 



Port: f3ie8~ 



Cancel 



□ K 



3. Edit the name, type of server (Now Up-to-Date or Now Contact), port, whether or not the 
server will run at startup, and the passwords. 

4. When you are finished click OK. 

Deleting a Server 

To delete a Now Up-to-Date or Now Contact Server, select it from the list and choose Delete. You will 
need to enter the Administrator password before you are allowed to delete the server. Deleting a server 
will not remove the server database file from the NSM directory. The database will remain on the drive 
so that you can Locate the server later if necessary. See "Locating an Existing Server" on page 393 for more 
information. 

j Servers must be stopped before they can be deleted. To stop a server, press the Stop Server button or right 
click on a server to bring up a contextual menu where you can select to stop the server. See "Starting and 
Stopping Servers" below. 
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Viewing the Log File 

Select this button when you wish to view the list of events that have occurred within the last 7 days on 
the server. The Log file will open in Notepad or a similar text editor application. 

The Log file contains the following items in a tab-delimited format: 

• Day <tab> Month <tab> Date <tab> Time <tab>Year <tab> Message 

The Log file captures all of the following events: 

•Server Started 
•Server Stopped 

• Backup Start 

• Backup Stop 

• Database backed up 
•Web Publishing Start 
•Web Publishing Stop 
•Web Export Started 
•Web Export Ended 
•Web Export Error 

•New Connection <IPAddress> 

• Connections Flushed 



<3> 



Changes made to the server while it is not On-line are not recorded in the log file. 



Clearing Passwords 

Passwords can be reset for a single item or an entire server. The Clear Passwords button can be found on 
the main server tab as well as on many of the configuration tabs. 



Tip: As well as resetting passwords for a server, you can use this button to remove passwords for one or more 
Categories, Users, Rooms, or Resources. 
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To Clear Passwords for a User 

1. Select a server from the Main Server Window and click Clear Passwords. 
You will see a list of Categories, Users, Rooms, and Resources. 
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Tip: Items in Bold have passwords, items in plain text do not. 

2. Select a User and Press the Clear Passwords Button. 
A warning dialog will appear. 




3. Click Yes to clear the Passwords for the selected User. 

4. Click Apply from the Configure Server window for the changes to take effect. 
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Viewing Connections 

To view current connections to a server select the Connections button from the main window. Please 
note that connections made while viewing this dialog will not appear until you close and re-open this 
dialog 

To disconnect a user from the server: 

1. Select a Server and click on Connections.... 
The Active Connections dialog will appear. 
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2. Select a user from the list. 

3. Click the Disconnect button. 

The user is now disconnected from the server. 



Users who have active connections 
to the selected server appear here. 



Click to disconnect the selected User. 



The Active Connections dialog updates itself every 5 seconds. 
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Managing Multiple Servers 

You can create, setup, and manage multiple Now Up-to-Date and Now Contact Servers on your Server 
computer using the Now Server Manager. The number of servers you will be able to run is directly 
related to the amount of use the servers receive and the performance level of the server computer. 




Use the Server Pop-up menu at the bottom left of the Configure Server window to facilitate 
switching between different servers. 



To Switch Between Servers 

1. Select a Server from the main server window. 

2. Click Configure. 

The Configure Server dialog will appear. 

3. Select whichever tab you wish to configure. 

4. Click on the Server Pop-up in the lower left-hand corner. 



5. Select a different server without changing screens. 

The Now Server Manager will ask you if you wish to apply any unsaved changes before switching to 
configure another server. 

6. Switch freely between servers. 




Last 
Last 



IP Address: 127.0.0.1 Port: 31 63, Status: On-line 
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Configuring Now Up-to-Date Servers 



Importing Items 

It's easy to get information into your Now Up-to-Date Servers without having to enter each piece of 
information separately. You can import information about Categories, Users, Rooms and Resources in 
this file, to make your data entry process even easier. 

The text file that you import should include information on each Category, User, Room or Resource in 
the format specified below. The Category, User, Room or Resource data must appear on one line, with 
each field of data separated from the other by a tab. Press the Enter key at the end of each line before 
starting a new item's data. You may wish to use a spreadsheet program to prepare the import file. In 
this case, be sure to save the file as tab-delimited. 

The import file must be tab-delimited. 

The first line in the file must be "NOW SERVER IMPORT FILE". 
Lines starting with a semicolon (;) are ignored. 
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To Set Up Your Import File Follow This Key: 



Category 


Name 


Description 


Web 


Admin 


Write 


Read 








Published 


Password 


Password 


Password 



Category = This is the item import type. It needs to be "Category" 
Name = The name or title of the category 
Description = Function of the category 
Web Published = 1 (yes) or 0 (no) 

Admin Password = The password to administrate this Room. 

Recommended — leaving this field blank compromises the security of the server. 
Write Password = The password to schedule this Room. 

Optional — place a tab here if no password is desired 
Read Password = The Password that users will need to view this category 

Optional — place a blank Tab here if no password is desired. 



User 


Name 


Description 


Extension 


Department 


Web 


Login 












Published 


Password 



User = This is the item import type. It needs to be "User" 

Name = The User's name 

Description = User functions or responsibilities 

Extension = This user's telephone extension 

Web Published = 1 (yes) or 0 (no) 

Log-In Password = The Password the user will need to log-in to group scheduling. 

Optional — place a tab here if no password is desired. 



Room 


Name 


Location 


Description 


Extension 


Capacity 


Web 


Admin 


Write 














Published 


Password 


Password 



Room = This is the item import type. It needs to be "Room" 
Name = The name of the room or location 
Description = The purpose or location of the room. 

Extension = The phone extension for the room or the person responsible for scheduling the room. 
Capacity = The amount of people the room can accommodate. 

The maximum capacity for a room is 30,000 people. 
Web Published = 1 (yes) or 0 (no) 

Admin Password = The password to administrate this Room. 

Recommended — leaving this field blank compromises the security of the server. 
Write Password = The password to schedule this Room. 
Optional — place a tab here if no password is desired. 
Resource = This is the item import type. It needs to be "Resource" 
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Resource 


Name 


Location 


Description 


Web 


Admin 


Write 








Published 


Password 


Password 



• Name = The name of this resource i.e. LCD Projector. 

• Description = User functions or responsibilities 

• Telephone extension = The phone extension for the person responsible for scheduling this resource. 

• Web Published = 1 (yes) or 0 (no) 

• Admin Password = The password to administrate this resource. 

Recommended — leaving this field blank compromises the security of the server. 

• Write Password = The password to schedule this resource. 

Optional — place a tab here if no password is desired 

Once you've prepared your file for importing, click the Import button. A directory dialog box opens in 
which you can locate and select the file to import. When the file is selected, click Open — the Now Server 
manager will import the data. 

You can setup your import file in a spreadsheet program or text editor. Doing so allows you to set up all the 
passwords at once. 
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Configuring the Users Tab 

The Users Tab shows a list of all the users of this server. 



Users are able to Schedule Meetings. See "To schedule a Meeting:" on page 52 for more information. 



Configure Server 



Users | Resources) Rooms] Categories] Options) Publish] 



Publish 


Name 


Extension 


Department 


Description 




John E. Begood 


1212 


Development 


Louisiana Developer ' 


El 


Wild Bill 


1132 


Aeronautics 


Engineer 


El 


Robby Hart 


1861 


Singing 


Weddings and Barmiztvahs 


El 


Marty McFly 


4400 


futures trad... 


Co-works with Doc 



Add 



Delete 



Edit 



Import 



Clear Passwords 



| Now Software Calendar 



1 Last HTML Export: Never 

— ' Last Backup: Never 



IP Address: 1 27.0.0.1 Port: 31 68, Status: On-line 



Cancel 



Apply 
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To Create or Edit a User: 

1. From the Users tab, select Add to make a new user or Edit if you already have someone 
selected in the list 

The Create User or Edit User dialog will appear. 
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Set the user's data including meeting availability and proxy information. 

See "User Availability" on page 405 for more information. 

See "To Set Proxies for a User:" on page 406 for more information. 

Click OK in the Edit User Dialog. 

Click Apply in the lower right corner of the Configure Server dialog for the changes you've 
made to take effect. 
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User Availability 

You can easily view and set the meeting scheduling availability of a user. Use the Availability settings to 
provide additional Meeting Availability information, such as your normal lunchtime, and time that you 
want to reserve during the day for non-Meeting activities. 

To Set User Availability: 

1. Select a User and click Edit. 

2. Click Availability... 

The Set Availability dialog will appear. 



Set Availability 



Type: User 

Name: John E. Begood 



Day 



l~l Sunday 
171 Monday 
171 Tuesday 
171 Wednesday 
171 Thursday 
0 Friday 
l~l Saturday 



From 


To 


12:00 AM 




5:00 PM 


8:00 AM 




5:00 PM 


8:00 AM 




5:00 PM 


8:00 AM 




5:00 PM 


8:00 AM 




5:00 PM 


8:00 AM 




5:00 PM 


12:00 AM 




5:00 PM 



Click a From or To field 
to edit the time values. 



W Unavailable everyday from 12:00 PM to 1:00 PM 



Reserve Personal Time 



|0 H blocks of: 1 30 minutes t 









Cancel 




OK 









3. Place check marks next to the days this user is available for meetings. 

4. Click on a From or To time field to enter the times this user is available for meetings each 
day. 

5. Place a check mark next to Unavailable everyday from... to set times when this user is 
unavailable. 

6. Click OK in the Set Availability dialog. 

7. Click Apply in the lower right corner of the Configure Server dialog for the changes you've 
made to take effect. 

Reserving blocks of Personal Time instructs Now Up-to-Date to make you unavailable for meetings during the 
allotted blocks of time that you have no other events scheduled. Personal Time DOES NOT appear as blocked 
time in the Group View dialog and can cause the meeting scheduler to get a warning stating that everyone is not 
available during the selected time frame. See "Setting your Availability" on page 126 for more information. 
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To Set Proxies for a User: 

A Proxy is someone who is selected by one user to act on his / her behalf in scheduling Meetings and 
accepting / declining invitations to meetings. See "Proxies" on page 133 for more information.. 

1. Select a User and click Edit. 

2. Click Proxies... to open the Define Proxy dialog. 




3. Select one or more people who can act on behalf of the selected user. 

4. Click OK in the Define Proxy dialog. 

5. Click OK in the Users Tab. 

6. Click Apply in the lower right corner of the Configure Server dialog for the changes you've 
made to take effect. 



Setting Proxies for a user can be helpful in many situations. For instance, an administrative assistant is responsible for 
scheduling meetings and appointments for a sales manager who is often on the road. In this case, the administrative 
assistant can be set as the Sales Manager's Proxy. In doing so, the assistant can view their superior's calendar and 
schedule appointments for them but they cannot see any personal events or details for which they don't have specific 
password access. 
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Configuring the Resources Tab 

The Resources tab is where you will find a list of all the resources you've defined or imported into the 
selected server. Resources are items which you'll need for meetings you schedule in Now Up-to-Date. 
Examples of Resources are computers, LCD projectors, microphones, podiums, even chairs and tables. 

To Create or Edit a Resource: 

1. Select the Resources tab from the Configure Server window. 
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Click Add if you want to create a Resource, or Edit if you've selected an existing resource. 
The Create or Edit Resource dialog will appear. 
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3. Click OK when you've finished configuring the Resource. 

4. Click Apply in the lower right corner of the Configure Server dialog for the changes you've 
made to take effect. 
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Configuring the Rooms Tab 

The Rooms tab is where you will find a list of all the rooms you've defined or imported into the selected 
server. Rooms are places where you'll schedule meetings in Now Up-to-Date. You can set a room's 
capacity field so you don't over book a room's inherent capacity or exceed the limit set forth in your 
local fire codes. 

To Create or Edit a Room: 

1. Select the Rooms tab from the configure server window. 
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Click Add if you want to create a room, or Edit if you've selected an existing room. 
The Add or Edit Room dialog will appear. 
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3. Enter data about the room in the fields provided. 

4. Click OK when you've finished configuring the room. 

5. Click Apply in the lower right corner of the Configure Server dialog for the changes you've 
made to take effect. 

Click... To... 

Availability... Indicate the times the room is available for 

meetings. 

Proxies... Select a user who is responsible for scheduling 

this room. 



Configuring the Categories Tab 

The Categories tab is where you can Add, Delete, and Edit Categories. 

See "Creating and Modifying Public Categories" on page 116 for more information. 

To Create a Category: 

1. Choose the Categories tab. 
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2. Press the Add button. 

A Create Category dialog will appear. 



Create Category 



Name: [Employee Appreciation Days 
Description: 



Discounts at the company store. Games, & Raffles. 



Administration Password p* : 



Write Password: p**™ 
Read Password: j""""" 

|7 iWeb Published [set if this category's information should be viewable on the web| 

Cancel 



Current Server: Now Software Calendar 



OK 



3. Enter the data for the category. 

4. Click OK when you're finished. 

5. Click Apply in the lower right corner of the Configure Server dialog for the changes you've 
made to take effect. 

By setting passwords you can control access to the category. 

Users given the Administration Password will he able to make changes to the category's settings. 
Users given the Write Password will he able to schedule events in this category. 
Users given the read password will be able to view events scheduled in this category. 
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Configuring the Options Tab 

The Options tab contains settings that pertain to server database file management. Here you can set 
whether you want the server to run on startup, whether you want the file to be backed up automatically 
at midnight, and how long Meeting Notices should remain in the data file. 
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Backups are created in the same directory as the Server database file. The default directory is: 

\Program Files\Now Software\NSM\Servers\YourServerName\ 

Backup files are titled the same as your server name with a ".bak" file extension. 
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Configuring the Publish Tab 

Your Now Up-to-Date Server can be used to publish Calendars as Web pages. 

Publishing is set up in the Publish tab. You can set which Categories, Users, Rooms, & Resources are 
published on their respective tabs. Your Now Up-to-Date Server can either act as a web server or can 
generate the HTML pages for use with an existing web server. Once setup is complete, the server 
application creates the HTML files that make up your web pages. 

Below is a sample schedule published on the Web using Now Up-to-Date Server's Web Publishing. You 
can view Now Software's calendar at: http:/ / www.nowsoftware.com/calendar 
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- Yom can enable Web publishing when you create a new Now Up-to-Date or Now Contact Server, or you can do 
so later by going to the Publish tab and checking Enable Web Publishing. 
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To set up Now Up-to-Date Server Web publishing: 

1. Choose the Now Contact Server if it is not running, start it by selecting the server and 
clicking the Start Server Button. It may take a few moments for the server to start. 

2. Choose the Publish Tab. 



* CnnNjiurE Srr-rer 






















ri.Mi:.rtin: lu |L-; J. h n lh» 1 ^ ..-Liili.r. ' hrjn, 
















S*d apo* jsosi tte wcfcaddni k f - 


























id 




r VUn □*» ". RHjI .-- r j-' 








□tftttt fix i**t\ tm rttl w4 b* Uttrifrd E«y. jl HtM 








D»a« dott isn^i id eiait: |-1 Mn#t _rj = Id |*2ND^h( 























3. Review the chart on the next page for a description of Web Publishing options 

4. Set the Web publishing options as desired. 

5. Click Apply. 
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To. 



Do this.. 



Use your computer as a Web 
server 



Select Dynamic. For more information on this 
option, see "Generating dynamic vs. static 
HTML" later in this chapter. 

You can specify a port for Web connections, but 
we recommend using the default port setting 
(8081). 



Be sure to assign a different port number for 
your Web server than the one used for your 
Now Up-to-Date and Contact Servers. 



Export HTML files for use with 
an existing web server 

Select a location for the 
exported files 



Specify how often to export 
static HTML files 



Specify a Date Range (in 
months) to export. 

Specify how to save exported 
files 



Select Public Categories to 
publish 



Select Static. For more information on this 
option, see "Static vs. Dynamic HTML" later in 
this chapter. 

Under Static, click the file icon to choose the 
location where the HTML files will be generated. 
See "Using exported files" later in this chapter 
for information on what gets exported to this 
folder. 

Choose an option from the Export frequency 
pop-up menu. If your published Events change 
frequently, select a higher frequency. 

Choose a date range from the Date Range pop- 
up menus. The wider the range, the more Events 
are exported and published. 

Select View Date which saves each Calendar 
View and Event as a unique file or Relative Date 
which replaces the files each month. 

Click the Categories... button. Select the Public 
Categories you want to publish in the Web Page 
Configuration dialog box that appears. 

Tip: You can assign different web page 
headers and/or footers for the Categories & 
' items you publish. See "To set a Custom 
Header or Footer:" on page 415 for more 
information. 
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Using Dynamic HTML vs. Static HTML 

Several factors may help you decide whether to let your server publish dynamically, or export static 
HTML to a specific directory at regular intervals. 

Selecting Dynamic HTML means the machine the server is running on acts as a web server — Now Up- 
to-Date Server creates all the necessary web page files, and users can access your server directly from 
their web browsers. In general, dynamic is advisable if your server has an external, static IP address and 
your web published data will be accessed by a small number of people(15-50). If your server does not 
provide the responsiveness that you are looking for in your web published data or if you are expecting 
a large number of users (50+) to access the server, then you may want to select Static Publishing in 
combination with a web server. 

Generating Static HTML gives you access to the files that make up your Now Up-to-Date web pages. 
Exporting is useful if you plan on using your Internet provider's server as your web server, or if 
another, more powerful web server machine is available (IIS or Apache server, for instance). 

Another option is to publish the HTML dynamically and export static HTML at the same time. This is 
useful if you want your server to act as a web server for a limited number of users (the employees on 
your small business LAN, for instance), while still being able to provide the web page files to an 
external web server for public viewing. 

Using Custom Headers and Footers for your Web Pages 

Users can specify HTML files to serve as custom header and footer files on a per item basis. The user 
can select files that reside anywhere, but the Now Server Manager will copy those files into: 

Servers \ <servername> \ SysHTML 

To set a Custom Header or Footer: 

1. Select a server and press Configure. 

2. Click on the Publish tab. 
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Click on Web Items. 

The Web Display Items dialog will appear. 
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Click here to browse for 
a custom header file. 

Click here to browse for 
a custom footer file. 



4. Select an item from the list and click the browse button for the custom header or footer. 

5 . Choose an HTML file. 

6. Click OK. 

7. Click Apply in the Publish tab for the settings to take effect. 

If you choose a file that doesn't reside in Servers\<servername>\SysHTML. a dialog will appear saying "The 
selected web file does not exist in the servers web folder. Now Server Manager will copy it there in order to use it. 
The original file will not be modified." The Now Server Manager will copy the file into the SysHTML directory. 
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Configuring Now Contact Servers 



Importing Categories 

It's easy to get information into your Now Contact Servers without having to enter each piece of data 
separately. You can import categories to make your data entry process even easier. 

The text file that you import should include data on each category in a specific format. Each category 
must appear on one line, with each "field" of data separated from the other by a tab. Press the Enter key 
at the end of each line before starting a new item's data. You may wish to use a spreadsheet program to 
prepare the import file. In this case, be sure to save the file as tab-delimited. 

The import file must be tab-delimited. 

The first line in the file must be "NOW SERVER IMPORT FILE". 
Lines starting with a semicolon (;) are ignored. 



Include Information For Each Category As Follows: 



Type 


Name 


Description 


Web 


Admin 


Write 


Read 








Published 


Password 


Password 


Password 



Type: Needs to be "Category". 
Name: The name of the category. 
Description: The purpose of the category. 

Web Published: "1" if you want the category web published and a "0" if not. 
Admin Password: The Password needed to edit or delete the category. 
Write Password: The Password needed to make changes to any contacts in the category. 
Read Password: The Password needed to see any contacts in the category. 



A few lines from an example file might read: 
NOW SERVER IMPORT FILEf 

Category<TAB>Testl<TAB>Test category one<TAB>l<TAB>tclAdmin<TAB>tclWrite<TAB>tclReadf 
Category<TAB>Test2<TAB>Test category two<TAB>0<TAB>tc2Admin<TAB>tc2Write<TAB>tc2Readl 

Once you've prepared your file for importing, switch to the categories tab, and click the Import button. 
A directory dialog box opens in which you can locate and select the file to import. When the file is 
selected, click Open. 

You can setup your import file in a spreadsheet program or text editor. Doing so allows you to set up all the 
categories and passwords at once instead of doing it through the Graphical User Interface of the Noiu Server 
Manager. 
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Configuring the Categories Tab 

The Categories tab is where you can Add, Delete, and Edit Categories. 

See "Creating and Modifying Public Categories" on page 238 for more information. 

To Create a Category: 

1. Choose the Categories tab. 
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Press the Add button. 

A Create Category dialog will appear. 
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3. Enter the information as desired and click OK. 
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4. 



When you are finished configuring categories click Apply. 



Configuring the Options Tab 

The Options tab contains settings that pertain to server database file management. Here you can set 
whether you want the server to run on startup, and whether you want the file to be backed up 
automatically at midnight. 
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Backups are created in the same directory as the server database file. The default directory is: 

\Program Files\Now Software \NSM\ Servers \YourServerName\ 

Backup files are titled the same as your server name with a ".bak" file extension. 



Configuring the Publish Tab 

You can enable Now Contact Server web publishing when you set up the server for the first time, or any 
time afterward by using the Publish tab. 

To set up Now Contact Server web publishing: 

1. Choose the Now Contact Server if it is not running, start it by selecting the server and 
clicking the Start Server button. It may take a few moments for the server to start. 
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2. Choose the Publish tab 
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3. Set the web publishing options as desired. 

See the chart on the following page for a description of web publishing options. 
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To. 



Do this. 



Use your computer as a web 
server 



Select Dynamic. For more information on this 
option, See "Using Dynamic HTML vs. Static 
HTML" on page 415 for more information. 

You can specify a port for web connections, but 
we recommend using the default port setting 
(8080). 



Be sure to assign a different port number for 
your web server than the one used for your 
Now Up-to-Date and Contact Servers. 



Export HTML files for use by a 
web server 



Select the location for static 
generated files 



Specify how often to export the 
files 



Select Categories to publish 



Select which fields appear in 
List and Detail views 



Select Static. For more information on this option, 
See "Using Dynamic HTML vs. Static HTML" on 
page 423 for more information.. 

Click the ^ button. Choose the location where 
the web page files will be generated. See 
"Publishing Static Web Pages, " starting on page 425 
later in this chapter for information on what gets 
exported to this folder. 

Choose an option from the pop-up menu. If your 
published contacts change frequently, select a 
higher frequency. The default frequency is every 
hour. 

Click Web Items from the Publish tab. Select the 
Categories you want to publish in the Web Items 
Dialog or in each specific item's Edit dialog. 
Tip: You can assign different Web page 
headers and/or footers for the Categories you 
• publish. See "To set a Custom Header or 
Footer:" on page 424 for more information. 

Click the Web Items button and then List View... 
or Detail View... buttons to specify which fields 
to display for each published Category. 



4. When you're finished setting up web publishing, click Apply. 
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Setting Fields to Web Publish 

You can choose which fields you would like to publish in the Contact List view and/ or the Contact 
Detail view. This feature may be helpful if any of your fields contain sensitive data that doesn't need to 
be web published. 

To set which fields are web published: 

1 . Select the Publish tab. 

2. Click the Web Items button. 

The Web Display Items dialog will appear. 
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Click the List View or Detail View button. 
The appropriate dialog will appear. 
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Place a check mark next to the fields you want to web publish and click OK. 
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Using Dynamic HTML vs. Static HTML 

Several factors may help you decide whether to let your server publish dynamically, or export static 
HTML to a specific directory at regular intervals. 

Generating HTML dynamically means that your Now Contact Server acts as a web server — Now 
Contact Server creates all the necessary Web page files, and users access your server directly from their 
Web browsers. In general, this is advisable if your server has an external, static IP address and is 
powerful enough to handle simultaneous HTML requests. If not, you may want to use static publishing 
in combination with a web server. 

Generating static HTML exports files for use with an existing web server. Static HTML gives you access 
to the files that make up your Now Contact web pages. Exporting is useful if another, more powerful 
web server is available (IIS or Apache server, for instance). 

Another option is to publish the HTML dynamically and export static HTML at the same time. This is 
useful if you want your server to act as a web server for a limited number of users, the employees on 
your small business LAN, for instance, while still being able to provide the web files for a more 
powerful web server for public viewing. 

Using either dynamic or static publishing you can set what fields should display in List view or detail view. 
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Publishing Dynamic Web Pages 

If you select to publish Dynamically, you can specify different header and/ or footer files for each 
category you publish. This is useful if you don't want to replace the default header and footer files for 
all your categories' pages. 

To set a Custom Header or Footer: 

1. Select a Server from the main window 

2. Click Configure. 

3. Select the Publish tab. 

4. Click on the Web Items button. 

The Web Display Items dialog appears. 
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5. Select an item from the list. 

6. Click the ^ button. 

If you leave these boxes blank, the default header and footer files are used. 

7. Choose an HTML file for the custom header or footer file. 

* If you choose a file that doesn't reside in Servers\<servername>\SysHTML. a dialog will appear saying "The 
selected web file does not exist in the servers web folder. Now Server Manager will copy it there in order to use 
it. The original file will not be modified." The Now Server Manager will copy the file into the SysHTML 
directory. 
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This folder.. 



Contains... 



SysHTML The "HomeHead.html" and "HomeFoot.html" files, which 

define the upper and lower portions of your web home pages, 
and "CatHead.html" and "CatFoot.html", which define the 
same portions of your web category pages. The Now Contact 
Server also includes "frame.html", which defines the overall 
structure of all Contact web pages. (Now Up-to-Date Servers 
do not include a "frame.html" file.) 

Images All the GIF graphics files that make up the elements of your 

Web pages, such as calendar month buttons and contact 
alphabet buttons. 

Publishing Static Web Pages 

When you export static Web page files for the first time, a "homepage.html" file that lists the categories 
you're publishing is the automatically created in your export folder. The following folders are also 
created in the export folder: 

This folder... Contains... 

Images All the GIF graphics files that make up your web page (This is 

a copy of the default Images folder described above.) 

Category folders All the HTML files for the events or contacts you're 

publishing. 



Separate folders are created for each category you publish. 
These folders are named according to their Category ID 
numbers. 



Each Category folder includes the calendar view pages (for example, "m6-l-04.html" for the June 2004 
Month View) or Contact List View pages ("CGA.html" through "CGZ.html" for the alphabetical 
listings). They also contain the detail pages for each published Event (for example, "d6-6-04+2.html" for 
the second Event on June 6, 2004) or Contact (for instance, "ID10002.html"). 

If you want to customize your exported web pages, be sure to customize only those files in the SysHTML and 
Images folders. If you customize the files in your export folder, the default files automatically overwrite your 
modified files during the next scheduled export. 

Customizing your Web pages 

Your Calendar and Contact Web pages are made up of a number of files that determine page 
appearance and structure. While many of the default files created by the server applications may suit 
your publishing needs, you may want to replace or modify others to customize your web pages. 

Tip: If you override a default HTML or GIF file and aren't satisfied with the results, just delete the file and restart 
the server application. The original default file is recreated. 
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Replacing Web page files 

You can replace any of the Web page files in the SysHTML and Images folders to customize your web 
page. For example, you might want to replace the default home page header with a GIF file containing 
your company name and logo. 

Replacing default files changes all web pages on a server. To replace a header and/or footer file for a specific 
published Category only, see "To set a Custom Header or Footer:" on page 424 . 

Follow these guidelines when replacing web page files: 

• Replacement files must have the same filenames as the files they're replacing, including the ".html" 
or ".gif" extension. 

• All HTML files referenced in a replacement header and footer files must be placed in the Images 
folder. 

• References to HTML files in replacement header and footer files must be in this form: 

<IMG SRC=" . . . /Images/f ilename"> 

where "filename" is the name of the HTML file (be sure to include the ".html" filename extension if 
appropriate). 

Modifying web page files 

You can customize your web pages by modifying the default header and footer files, including adding 
and providing links to HTML files of your own. You should have an understanding of HTML before 
modifying the default files; there are several useful HTML guides available on the web to get you 
started. 

It's possible to modify the "frame.html" file, but we don't recommend it. If you do modify "frame.html" 
and need to return to the default file, delete the modified file from SysHTML and restart the Now 
Contact Server. The original file is re-created. 

Adding links to additional HTML files in the default files allows your users to jump to other relevant 
web pages. HTML files referenced in links must be in the Images folder. 

References to additional HTML files in default files must be in the following form: 

<A HREF=" .. /Images/f ilename"> 
where "filename" is the name of your HTML file. 

If you're exporting HTML files for use on a different platform server, there may be filename case 
restrictions. You may want to use lowercase filenames and no spaces to avoid problems. 
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Appendix A— Menus 



Now Up-to-Date Menus 



File Menu Commands 
File 



Command 



Shortcut 



Function 



New 

Open 

Close 



38 - Shift - N 
Ctrl - Shift - N 

38-0 
Ctrl - O 

36- W 

Ctrl - W 



Creates a blank, untitled Calendar File. 

Allows you to open a previously saved Calendar File by locating 
and selecting it in a standard directory dialog box. 

Closes the active Calendar View window. Closing the Year, 
Month, Week, or Multi-Day View also closes the Calendar File. 
Now Up-to-Date automatically saves all changes if the currently 
open Calendar File is already named and saved. 

If the currently open Calendar File is untitled when you choose 
this command, Now Up-to-Date prompts you to save the file 
before closing it. If you click Save to save it, a directory dialog 
box appears, prompting you to select a location for the Calendar 
File and name it. If you click Don't Save, the Calendar File closes 
without being saved. 



? 



Tip: To close all windows and the Calendar Tile itself, hold 
down the Option key while choosing Close. 
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File 



Command 



Shortcut 



Function 



Save 


38-S 
Ctrl- 


S 


Saves the currently open Calendar File to your hard disk. If the 
Calendar File is untitled when you choose this command, a 
directory dialog box appears, prompting you to select a location 
for the Calendar File and name it. 

Once you name and save a Calendar File, Now Up-to-Date saves 
all subsequent changes automatically at regular intervals 
through the Auto-Save function. You can, however, always save 
manually by choosing this command. 


Save As... 






Saves a copy of your Calendar File under a different name. 
Presents a directory dialog box that prompts you to select a 
location for the copy and name it. 


Now 
Contact... 






Switches to or opens Now Contact, if installed, and opens the 
default Contact File. 


HotSync® 
Manager... 






Launches the Palm Pilot HotSync Manager 


Archive... 






Opens a dialog box where you remove Events from your 
Calendar File that are older than a specified number of months, 
and export them to a separate text file. 


Import... 


36 - Option - I 
Ctrl - Alt - I 


Allows you to import Events into your Calendar File, either from 
a tab-separated text file or a Sharp Wizard. Choose the import 
source from a submenu. 


Export- 


36-E 
Ctrl- 


E 


Allows you to export Events from your Calendar File within a 
specified date range. You can export to a tab-separated text file, 
or directly to a Sharp Wizard. Choose the export destination from 
the submenu. 


Page Setup- 






Opens a dialog box where you choose paper size and printing 

cmf innc Thp r^Tirionc Hf^n^nH rvn tnp m*iTi'r£»r' ^7011 
UL'U.UJ.LS. lilt: IJLUI IB dValldUlc LlfcrUtrJ-lU Ull LJ.lt; JJIlllLfcrl yUU. 

selected in the Chooser. 


Print 

Oirfi nti <» 

V_y LillVJllJu. 


36 - Option -P 
Ctrl - Alt - P 


Opens a dialog box where you configure several options that 

^frppl" IMnwr T Tn-trt-l~)?i1"p nrnrhTic fimriHrYnQ Yon c^v^ ^plpft trip 

View to print, the page format, the font and size of printed text, 
Appointment Book settings, and other options. 


Print... 


36-P 
Ctrl- 


P 


Opens a dialog box where you select from the normal options 
available in the standard Printer dialog box, and options that are 
specific to Now Up-to-Date, before printing your Calendar. 
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File 



Command Shortcut Function 



Quit §€ - Q Closes all windows and quits the Now Up-to-Date application. If 

Ctrl - Q the currently open Calendar File is already saved, Now Up-to- 

(In OS X, Date saves all changes automatically when you choose this 

Quit is on the command. If the currently open Calendar File is untitled when 

Now Up-to- you choose this command, Now Up-to-Date prompts you to save 

Date menu) the file before quitting. 



If you click Save to save it, a directory dialog box appears, 
prompting you to select a location for the Calendar File and 
name it. If you click Don't Save, Now Up-to-Date quits without 
saving the file. 



Edit Menu Commands 
Edit 



Command 



Shortcut 



Function 



Undo 



3€-Z 
Ctrl - Z 



Cut 



Copy 



Paste 



se-x 

Ctrl - X 



3€-C 
Ctrl - C 



3€ - V 
Ctrl - V 



Clear 



Reverses the last editing or formatting action. If you complete a 
function that's reversible, its name appears following Undo on 
the menu. When you undo a function, the Undo command 
changes to Redo, followed by the reversed function's name. If the 
most recent function is irreversible, the Undo command is 
dimmed. 

Deletes the selected Event or text and places the selection on the 
Clipboard. You can then paste the selection somewhere else in 
the Calendar File, into a different Calendar File, or into another 
application. This command is dimmed unless you select an Event 
or text string. 

Copies the selected Event or text, leaving it intact in its original 
location, and places a copy of the selection on the Clipboard. You 
can then paste the selection somewhere else in the Calendar File, 
into a different Calendar File, or into another application. This 
command is dimmed unless you select an Event or text string. 

Places the Clipboard's contents at the insertion point, or replaces 
the current selection. Use this command to place Events or text in 
new locations. When a series of repeating Events is on the 
Clipboard, this command places it in your Calendar File as a new 
series that is not linked to the original series. This command is 
dimmed when you don't select a day or Event, when the 
Clipboard is empty, or both. NOTE: This command reads Paste 
Graphic when the Clipboard contains a graphic, and Paste Event 
when the Clipboard contains an Event. 

Removes the selected Event or text from your Calendar File 
without placing it on the Clipboard. This command is dimmed 
unless you select an Event or text string. 
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Edit 



Command Shortcut Function 



Select All 


8§-A 
Ctrl - A 


Selects all the text when you are in a text field (such as the title or 
description field of the Event Info window), or the text area of a 

^tirV\r IMo+p ar Rflimpr TViiq rrvmm^Tirl iq HimmpH nnlpQQ von 
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position the cursor in a text field. 


Cut Graphic 




Deletes a graphic that you pasted into an Event and places it on 
the Clipboard. You can then paste the graphic into another Event 
or into the Month View, if desired. This command is dimmed 

Unless VUU DClcLL dll H,vt:ill CUIlLdllUILil a iliciUillL. 


Cut Future 




Deletes the selected repeating Event and all future occurrences in 
the repeating series, and places them on the Clipboard. You can 
then use the Paste or Paste Repeat command to start or continue 
the repeating series on another day. This command is dimmed 
unless you select a repeating event. 


Cut All 




Deletes the selected repeating Event and all past and future 
occurrences in the repeating series, and places them on the 
Clipboard. You can then use the Paste or Paste Repeat command 
to start the repeating series on another day. This command is 
dimmed unless you select a repeating Event. 


Paste Repeat 


S€-R 
Ctrl - R 


Pastes a single repeating Event that is on the Clipboard into your 
Calendar File, starting on the selected day. The pasted Event 
remains linked to the series from which it was cut. The remaining 
repeating Events in the chain maintain their repeat status. (To 

change the entire repeating chain, paste the Event using the standard 

Pastp command thpn modifw thp rpnpatinc ^pmtpncp ^pp " AAodifuinc 

repeating Events" on page 65 for more information.) This command is 
dimmed when you don't select a day or Event, when there are no 
Events on the Clipboard, or both. 


Duplicate 


9€-D 
Ctrl - D 


Creates a new Event with the same attributes as the selected 
Event. This command is dimmed unless you select an Event. 



X 




< 
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Event Menu Commands 
Event 



Command 


Shortcut 


Function 


New Appt. 


8€-N 
Ctrl - N 


Creates a new Appointment on the selected day. This 
command is dimmed when you don't select a day or Event, or 
when you select a Layout that excludes Appointments in the 
List View. 


New Meeting 




Creates a new Meeting on the selected day and launches the 
Event Info dialog and the Schedule Meeting dialog, if you 
have not set up Group Scheduling, selecting this option will 
prompt you to start the Group Scheduling setup process. 


New To-Do 


3€-T 
Ctrl - T 


Creates a new, dated To-Do on the selected day. This 
command is dimmed in the Day and Multi-Day Views, when 
the current Calendar Layout excludes To-Dos, or when you 
select a Layout that excludes To-Dos in the List View. 


New Call 




Creates a new Call on the selected day. This command is 
dimmed in the Day and Multi-Day Views, when the current 
Calendar Layout excludes Calls, or when you select a Layout 
that excludes Calls in the List View. 


New Undated 


3€-U 
Ctrl - U 


Creates a new Undated To-Do. Since Undated To-Dos are not 
date-specific, this command is available only when the List 
View is active and the selected Layout includes Undated To- 
Dos. 


New Special 


8€-E 
Ctrl - E 


Creates a new Special Event on the selected day. Examples 
include: birthdays, paydays, and project milestones. This 
command is dimmed when you haven't selected a day or 
Event, or when you select a Layout that excludes Special 
Events in the List View. 


New Holiday 




Creates a new Holiday on the selected day. A Holiday is not 
time-specific. This command is dimmed when you don't 
select a day or Event, or when you select a Layout that 
excludes Holidays in the List View. 


New Banner 


3€-B 
Ctrl - B 


Creates a new Banner in the Month View. This command is 
dimmed when any View other than the Month View is active, 
or when you select a Layout that excludes Banners in the List 
View. 


New Sticky 
Note 




Creates a new Sticky Note in the Month View. This command 
is dimmed when any View other than the Month View is 
active, or when you select a Layout that excludes Sticky Notes 
in the List View. 
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Event 



Command Shortcut 



Function 



Contacts 



Style 



Color 



Priority 



Find 



36-F 
Ctrl - F 



Find Again §6 - G 
Ctrl - G 

Find Original 36 - = 
Ctrl- = 



From the submenu, choose to find a Contact, create a new 
Contact, or edit an existing Contact: 

• Find Contact: Opens the Find Contact dialog box or opens 
Now Contact, if installed. This command is dimmed unless 
you select an Event. 

• New Contact: Opens the New Contact dialog box to create 
a Contact and attach it to the selected Event. This 
command is dimmed unless you select an Event. 

• Edit Contacts: Opens the Contact Info dialog box, where 
you can change Contact attributes. This command is 
dimmed unless you select an Event that has attached 
Contacts. 

Allows you to override the text style set for the Category 
containing the selected Event, and choose a different text style 
for the Event. This command is dimmed unless you select an 
Event. 

Allows you to override the color set for the Category 
containing the selected Event, and choose a different color for 
the Event. This command is dimmed unless you select an 
Event. 

From the submenu, check a priority for the selected Event. 
m Any custom priorities that you specify also appear here. 

Opens a dialog box where you type a text string to locate in 
your Calendar File. Starting from the selected day (or the first 
day in the current View, if you don't select a day), Now Up-to- 
Date searches in Event titles, descriptions, and attached 
Contacts, and highlights the first Event that contains the 
specified text string. 

Searches for the next occurrence of the text string you 
specified using the Find command. 

Applies only to Public Events placed in your Private 
"Unreconciled Events" Category (these are Events that you 
modified offline, but were also modified by someone else 
while you were offline). Choosing this command allows you 
to locate the modified Event as it exists on the Public Event 
Server, and reconcile your changes manually. Choosing this 
command repeatedly locates the unreconciled Event and the 
original Event alternately. 

This command is dimmed unless you select an unreconciled 
Event (indicated by a question mark in front of its title when 
"Show Marks" is active). 
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Event 



Command Shortcut Function 



Done 


3€-/ 


Marks the selected To-Do as Done. If the selected To-Do is 
already marked as Done, this command reads Not Done and 
toggles the To-Do's status accordingly. This command is 
dimmed unless you select a To-Do. 


Hide Event 


3€-H 


Hides the selected Event. If the selected Event is already 
hidden, this command reads Unhide Event and toggles the 
Event's status accordingly. This command is dimmed unless 
you select an Event. 

m This works as long as Show Hidden is active. 

Y 



View Menu Commands 



View 



Command 



Shortcut 



Function 



Year 
Month 

Week 

Multi-Day 

Go To Date 

Zoom In 



Time Display 



8€-M 
Ctrl - M 

Ctrl - K 

3§-I 
Ctrl - 1 

3€ - J 
Ctrl - J 



3S-[ 
Ctrl - [ 



Zoom Out S - ] 

Ctrl - ] 



Switches to the Year View. 
Switches to the Month View. 

Switches to the Week View. 

Switches to the Multi-Day View. 

Opens a dialog box where you enter a date and go to it 
quickly. The current day displays in this dialog box by 
default. 

Zooms in to display Events at a smaller time increment in the 
current View. This command is dimmed unless the Multi-Day 
or Day View is in the foreground. NOTE: There are several 
zoom levels. 

Zooms out to display Events at a larger time increment in the 
current View. This command is dimmed unless the Multi-Day 
or Day View is in the foreground. 



There are several zoom levels. 



From the submenu, choose from several time display options 
for Appointments that appear in the Month and Week Views. 
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View 



Command Shortcut 



Function 



Event 
Display 



Word Wrap 36 - \ 
Ctrl - \ 



Show 
Weekends 



Show Hidden 36 - ; 

Ctrl - ; 



Show Tool 
Bar 

Scrolling 
View 



Show To-Do 
List 

(List of Sets) 36-1-8 
Ctrl-1 -8 



From the submenu, choose to display Descriptions, Marks, or 
both. Descriptions display the Event description. Selecting 
Marks causes any Marks associated with Events to display 
next to their titles. This command affects all Views. 

Causes all Event titles and descriptions to wrap to all 
subsequent lines until all text displays. This command affects 
all Views. You can toggle its status by choosing this 
command. A checkmark beside it indicates that Word Wrap is 
active. 

From the Month or Multi-Day Views, show Saturday and 
Sunday. You can toggle its status by choosing this command. 
A checkmark beside it indicates that Show Weekends is 
active. 

Causes any hidden Events to appear in a dithered pattern. 
You can then "unhide" a hidden Event by selecting it and 
choosing Unhide Event from the Event menu. This command 
affects all Views. You can toggle its status by choosing this 
command. A checkmark beside it indicates that Show Hidden 
is active. 

Shows or hides the Toolbar. You show or hide the Toolbar 
from each View, individually. 

Turns the Scrolling View (overlapping months rather than 
whole months) on or off. You can toggle its status by choosing 
this command. A checkmark beside it indicates that Scrolling 
View is active. 

Shows or hides a list of your To-Dos alongside the current 
View. 

Choose the Set you want to display: either the Standard Set, 
or any Sets that you created. 
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Define Menu Commands 



Define 



Command 



Shortcut 



Function 



Categories 
Sets 

Priorities 

List Layouts 

Calendar 
Layouts 

Preferences 
(In OS X, 
Preferences is 
on the Now 
Up-to-Date 
menu) 



Server 
Connections 



3€ - Option-C Opens a dialog box where you create, modify delete, and 
Ctrl - Alt - C move Categories, both Private and Public. 

9€ - Option-S Opens a dialog box where you create Sets of Categories to 
Ctrl - Alt - S filter the Events that appear in your Calendar View. 

Opens a dialog box where you set custom priorities, or edit 
the default priorities. 

Opens a dialog box where you set custom Layouts for how 
your schedule displays in the List View. 

Opens a dialog box where you set options that control how 
Now Up-to-Date displays your Calendar File. 

Allows you to set options that control Now Up-to-Date 
functions. From the submenu, you can set general 
preferences, set Now Contact File preferences, and set default 
values for each new Event type, including meeting 
scheduling. 

m The settings you make in the Preferences window are 
''f stored, in the current Calendar Pile and affix) only to that 
file. 

Opens a dialog box where you select, connect to, and 
disconnect from a Public Event Server, as well as changing its 
status and setting its update frequency. 



Meeting Menu Commands 

The Meeting menu appears only after you go through the Group Scheduling Setup procedure. 



Meeting 


Command 


Shortcut 


Function 


Open 

Meeting 

Notices 




Opens a window where you see a list of your meetings. You 
can then choose to attend or not attend meetings. 


Login... 




Opens a dialog box where you select your user name from a 
list. 


Set 

Password... 




Opens a dialog box where you set your login password. 
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Meeting 



Command 



Shortcut 



Function 



Set Proxies... 
Availability- 
Users & 
Resources- 
Groups... 



Administra- 
tion... 

(User Name) 



Opens a dialog box where you select a proxy or proxies from 
a list of users. 

Opens a dialog box where you specify your availability for 
meetings. 

Opens a dialog box where you select the users, conference 
rooms, and resources you need to schedule a meeting. 

Opens a dialog box where you set groups of multiple users, or 
a combination of users, conference rooms, and resources for 
meeting scheduling. 

Opens a dialog box where you create, delete, edit, and move 
users, resources, and conference rooms. NOTE: To do this, 
you need an owner password. 

Displays your user name. This indicates that you are logged 
in and set up for group scheduling. 



Window Menu Commands 



Window 



Command 



Shortcut 



Function 



Help 

Open List 

Open Day 

Open Event 
Info 

Open 

Graphics 

Palette 

Use List 
Layout 

Use Calendar 
Layout 

Duplicate 
Window 



96-L 
Ctrl - L 

36- Y 
Ctrl - Y 



96 - - (minus) 
Ctrl - - 
(minus) 



Opens Now Up-to-Date's online help. 
Opens the default List View window. 

Opens the Day View window for the day you select. 

Opens the Event Info window for the selected Event. 

Opens a palette that includes icons you can drag and drop 
onto your Calendar View. 

Choose the List View Layout you want from the submenu. 

Choose the Calendar File layoutyou want from the submenu 
(either the Standard Layout or others you set). 

Opens a duplicate Calendar of the open Calendar View. You 
can then look at two different Views at the same time, or two 
different time periods in the same View. 
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Window 



Command Shortcut Function 

(List of open Displays a list of all open Calendar Files. 

Calendar 

Files) 



Help Menu Commands 



Help 



Command 



Shortcut 



Function 



About Ballon 
Help 

Show 
Balloons 

Now Up-to- 
Date & 
Contact 
Help- 
Now Up-to- 
Date & 
Contact 
Support- 



Help about Mac OS Balloon Help. 
Enable/Disable Mac OS Balloon Help. 

Opens a window in your default web browser providing links 
to local and online help for Now Up-to-Date & Contact. 



Opens a window in your default broswer providing links to 
Technical Support for Now Up-to-Date & Contact. 



ftBTwi > Help Menu Commands 



Help 



Command Shortcut 


Function 


Now Up-to- 


Opens a window in your default web browser providing links 


Date & 


to local and online help for Now Up-to-Date & Contact. 


Contact 


Help- 




Now Up-to- 


Opens a window in your default broswer providing links to 


Date & 


Technical Support for Now Up-to-Date & Contact. 


Contact 


Support- 





a 



Scripts Menu 

The Scripts menu will display any Applescripts located in the Scripts folder located in the 
same folder as the Now Up-to-Date and Contact applications. To make Applescripts available 
inside the applications, simply drop them into the Scripts folder. 
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?Tip: For additional information on creating and using Applescript scripts with Now Up-to-Date choose "About 
Applescript" and "About Applescript Menus" from the Scripts menu in Now Up-to-Date. 

t m . , i rm ' ) Now Up-to-Date Menu 



Now Up-to-Date 



Command 


Shortcut 


Function 


About Now 
Up-to-Date 




Provides information about Now Up-to-Date, Power On 
Software, and displays your registration information. 


Preferences 




Opens the Now Up-to-Date preferences. 


Hide Now 
Up-to-Date 


§€ - H 
Ctrl - H 


Hides the Now Up-to-Date application. 


Hide Others 




Hides all other applications and windows. 


Show all 




Shows all hidden applications 


Quit Now 
Up-to-Date 


dh - \) 

Ctrl - Q 


Closes all windows and quits the Now Up-to-Date 
application. If the currently open Calendar File is already 
saved, Now Up-to-Date saves all changes automatically when 
you choose this command. If the currently open Calendar File 
is untitled when you choose this command, Now Up-to-Date 
prompts you to save the file before quitting. 

If you choose Save from the File menu to save it, a directory 
dialog box appears, prompting you to select a location for the 
Calendar File and name it. If you click Don't Save, Now Up- 
to-Date quits without saving the file. 



X 




< 
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Now Contact Menus 



Now Contact Menu 



Now Contact 



Command 



Shortcut 



Function 



About Now 
Contact 

Preferences 

Hide Now 
Contact 

Hide Others 

Show all 

Quit Now 
Contact 



se-H 

Ctrl - H 



3€-Q 
Ctrl - Q 



Provides information about Now Contact, Power On 
Software, and displays your registration information. 

Opens the Now Contact preferences. 

Hides the Now Contact application. 

Hides all other applications and windows. 
Shows all hidden applications 

Closes all windows and quits the Contact application. If the 
currently open Contact File is already saved, Contact saves all 
changes automatically when you choose this command. If the 
currently open Contact File is untitled when you choose this 
command, Now Contact prompts you to save the file before 
quitting. 

If you choose Save from the File menu to save it, a directory 
dialog box appears, prompting you to select a location for the 
Contact File and name it. If you click Don't Save, Contact 
quits without saving the file. 



File Menu Commands 



File 



Command Shortcut 



Function 



New 



Open 



se-o 

Ctrl - O 



Opens a dialog box where you choose the kind of new 
document to create. You can create a new Contact File, or 
various types of word processor or fax documents. 

Allows you to open a previously saved file by locating and 
selecting it in a standard directory dialog box. 
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File 



Command Shortcut Function 



Close 9€ - W Closes the frontmost window. When you close the only open 

Ctrl - W window, you also close the current Contact File, which is 

saved automatically, as long as it's already been named and 
saved. 



If the currently open file is untitled when you choose this 
command, Now Contact prompts you to save the file before 
closing it. If you click Yes to save it, a directory dialog box 
appears, prompting you to select a location for the file and 
name it. If you click No, the file closes without being saved. 

Save §€ - S Saves the currently open file to your hard disk. If the file is 

Ctrl - S untitled when you choose this command, a directory dialog 

box appears, prompting you to select a location for the file 
and name it. 



Once you've named and saved a Contact File, all subsequent 
changes are saved automatically at regular intervals through 
the Auto-Save function, though you can always save 
manually by choosing this command. You control the Auto- 
Save function from the General pane of the Preferences 
window. Your Contact File is always saved when you close it. 

Save a copy Saves a copy of your Contact File under a different name by 

opening a directory dialog box that prompts you to select a 
location for the copy and name it. 

When the word processor is in the foreground, this command 
changes to Save As. 

Now Up-to- 9€ - U Opens or switches to Now Up-to-Date if there is a linked 

Date Ctrl - U Calendar File associated with the open Contact File. 

Synchronize Merges two copies of the same Contact File into one. 

Import Allows you to import Contacts into your Contact File, either 

from a text file, or from a different Contact File. Choose the 
import source from a submenu that is attached to this 
command. 

Export Allows you to export Contacts from your Contact File, either 

to a text file, or to a new Contact File. Choose the export 
destination from a submenu that is attached to this command. 

Page Setup Opens a dialog box with standard choices for paper size and 

printing options. The options available depend on the printer 
that is currently selected in the Chooser. See your Macintosh 
User's Guide for more information. 



This option is only available when you are working in the 
Now Contact Word Processor. 
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File 



Command Shortcut 


Function 


Print 

L HILL 


fin^Tic 3 I~k'\v UTriPTPi i?aii cfM^pt rvom tnp nnrmal nnfintic 
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available in the standard Print dialog box, as well as special 




Now Contact options such as attaching the printed 




document(s) to Contacts, choosing the Contacts to include in 




the printing operation, and selecting Templates. 


Quit 


Closes all windows and quits Now Contact. If all currently 




open files are already saved, saves all changes automatically 


(In OS X, 


when you choose this command. 


Quit is on the 


Now Contact 


If any of the currently open files are untitled when you choose 




tliiQ rnmtnanH T\Fow (""ontart nrnmntt; von to ts^vp hpforp 




quitting. If you click Yes to save, a directory dialog box 




appears, prompting you to select a location for each file and 




name it. If you click No, Now Contact quits without saving 




any files. 



Edit Menu Commands 



Edit 



Command 



Shortcut 



Function 



Undo 


8€-Z 
Ctrl - Z 


Reverses the last editing or formatting action. If the most 
recent function can't be reversed, you see "Can't Undo". 


Cut 


3€-X 
Ctrl - X 


Deletes the selected text and places the selection on the 
Clipboard. You can then paste the selection into another part 
of your Contact File or word processor document, into a 
different Contact File, or into another application. This 
command is dimmed unless you select text. 


Copy 


96-C 
Ctrl - C 


Copies the selected text, leaving it intact in its original 
location, and places a copy of the selection on the Clipboard. 
You can then paste the selection into another part of your 
Contact File or word processor document, into a different 
Contact File, or into another application. This command is 
dimmed unless you highlight text. 


Paste 


96-V 
Ctrl - V 


Places the contents of the Clipboard at the insertion point, or 
replaces the current selection. You can use this command to 
place text in a new location. This command is dimmed when 
the Clipboard is empty. 


Clear 




Removes the selected text from your Contact File or word 
processor document without placing it on the Clipboard. This 
command is dimmed unless you highlight text. 
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Edit 



Command 



Shortcut 



Function 



Select All 



Select 
Marked 

Copy Contact 
Info 



3€-A 
Ctrl - A 



Delete 
Contact 



Duplicate 
Contact 



Replace 

Swap 
Addresses 



3S-K 
Ctrl - K 



Selects all of the text when the cursor is in a text field in the 
Detail View, List View, or a word processor document. Selects 
all Contacts when the List View is frontmost but the cursor is 
not in a text field. 

With the List View frontmost: selects any of the currently 
displayed Contacts that are marked. 

Allows you to copy preselected information from the 
currently selected Contact, formatted according to your 
specifications. Highlighting this command causes a submenu 
to appear, which lists the available Contact Info formats. 
Select the desired format from the submenu, and the 
corresponding information is copied to the Clipboard in the 
selected formatting. 



Tip:You can copy Contact information for multiple 
Contacts by selecting them in List View before choosing 
this command. 



Deletes the selected Contact from your Contact File without 
placing it on the Clipboard. This command is dimmed unless 
you highlight text. 

Creates a duplicate of the selected Contact. Displays a dialog 
box, allowing you to select additional information to include 
in the duplicate. 

Finds and replaces text. This works in the List View only. 

With the Detail View frontmost: swaps the current Contact's 
work and home addresses in one quick step. Handy when 
you accidentally enter the home address where the work 
address goes, or vice versa. 



Contact Menu Commands 



Contact 



Command 


Shortcut 


Function 


New Contact 


9€-N 


Creates a new Contact, opening the Detail View if necessary. 




Ctrl - N 




Dial... 


3€-D 


With the Detail View frontmost, or a Contact selected in the 




Ctrl - D 


List View: opens a dialog box that allows you to dial the 






Contact according to the settings configured in the Dialing 






pane of the Preferences window. 
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Contact 



Command 



Shortcut 



Function 



3€-E 
Ctrl - E 



Email... 

Web Services 
New Note- 
New Event 

New URL... 

Attach 
Document... 

Quick- 
Merge... 

Assign 
Keywords- 
Assign 
Category... 

Assign this 
Contact as 
Me! 

Add Phone to 
Quick- 
Contact 

Add Email to 
Quick- 
Contact 

Mark Contact 3S - M 
Ctrl - M 

Address 
Format 



With a Detail View open or one Contact in the List View 
selected: creates a new Event called "Note". 

With the Detail View open or one Contact in the List View 
selected: opens the Event Info window for the Event type you 
selected in the submenu. 



With the Detail View frontmost or a Contact selected in the 
List View: opens the standard directory dialog box, where 
you choose a file to attach. 



Allows you to check or clear Keywords for the currently 
selected Contact(s). 

Allows you to assign a Category to the currently selected 
Contact(s) in the List View or in the currently open Detail 
View. 

Marks the selected Contact as you. Allows you to use Web 
Services to perform such tasks as mapping a route between 
you and another Contact. 

Places the Primary Phone for the Contact in the QuickContact 
list. If the Contact's Phone is already present in QuickContact, 
this command will remove it. 

Places the Primary Email address for the Contact in the 
QuickContact list. If the Contact's Email is already present in 
QuickContact, this command will remove it. 

Marks the currently selected Contact(s). If a Contact is already 
marked, you see "Unmark Contact." 

Overrides the currently open Detail View's address block to 
reflect a new order. This affects both work and home 
addresses. Saves this change with the current Contact record. 
This is useful for international addresses. 
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Find Menu Commands 



Find 



Command 



Shortcut 



Function 



Find... I€ - F Opens a dialog box that allows you to enter search text to use 

Ctrl - F in finding a Contact. The dialog box allows you to customize 

your Find operation so that Now Contact searches with the 
desired criteria. 

QuickFind... Lets you cross-reference and display related Contacts simply 

by clicking on lists of Categories and Keywords. 

Find All Finds all of the Contacts in your Contact File and displays 

them in the List View. 

Find Marked Finds any of the marked Contacts in your Contact File and 

displays them in the List View. 

Find Selected Finds currently selected Contacts and displays them in the 

List View, removing from display those that aren't selected. 

Find Quick- Finds Contacts that you've specified to appear in 

Contacts QuickContact's pull-down menu and displays them in the 

List View. 

Find Checks for duplicate Contacts and shows a Results dialog 

Duplicates... box, where you indicate what you'd like to do with the 

duplicates that were found. 

Replace... Lets you search for and replace text for selected Contacts. 

Search and replace is by field. 

Hide Removes the currently selected Contacts from the list, but 

does not delete them. 



Define Menu Commands 



Define 



Command 



Shortcut 



Function 



Categories- 
Category 
Styles- 



Custom 
Fields- 



Opens a dialog box where you can create, modify, and delete 
Categories for organizing Contacts. 

Allows you to add color and text styles to be applied to 
Contacts assigned to specific Categories. This helps you 
distinguish Contacts in the Detail View Listing Header 
display or in the List View display. 

Opens a dialog box where you can define your custom fields 
for storing unique information relating to your Contacts. Also 
allows you to copy the custom field labels from one Category 
to another. 
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Define 



Command 



Shortcut 



Function 



Keywords- 
Server 
Connec- 
tions... 

List 

Layouts- 



Detail 
Layouts- 



Preferences... 

(In OS X, 
Preferences is 
on the Now 
Contact 
menu) 

Templates 



Opens a dialog box where you define the Keywords that are 
available for assigning to Contacts. 

Opens a dialog box where you connect to available Servers 
and subscribe to Public Categories. 

Opens a dialog box where you set many options affecting the 
appearance of the List View, as well as which Contact 
information fields display and their sort order. You can create 
and name multiple layouts, and switch between them by 
choosing their names from the Use List Layout submenu in 
the Window menu. 

Opens a dialog box where you set many options affecting the 
appearance of the Detail View. You can create and name 
multiple layouts, and switch between them by choosing their 
names from the Use Detail Layout submenu in the Window 
menu. 

Opens the Preferences window, where you set a number of 
options that control various Now Contact functions. This 
window contains multiple panes, which divide the 
Preferences options into related groups. You can go directly to 
the desired pane by selecting its name from the submenu that 
is attached to this command. 



Opens a dialog box where you set options for Template types. 
You can go directly to the desired Template type by selecting 
its name from the submenu that is attached to this command 



Window Menu Commands 



Window 


Command Shortcut 


Function 


Use List 


Lists all defined List View Layouts on a submenu so you can 


Layout 


choose which one to use. 


Use Detail 


Lists all defined Detail View Layouts on a submenu so you 


Layout 


can choose which one to use. 


Hide List 


Hides the List View. 


(List of open 


Displays a list of all open Now Contact windows so you can 


windows) 


switch between them easily. 
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f^^^r Help Menu Commands 
Help 

Command Shortcut Function 



About Ballon 
Help 

Show 
Balloons 

Now Up-to- 
Date & 
Contact 
Help- 
Now Up-to- 
Date & 
Contact 
Support- 



Help about Mac OS Balloon Help. 
Enable/Disable Mac OS Balloon Help. 

Opens a window in your default web browser providing links 
to local and online help for Now Up-to-Date & Contact. 



Opens a window in your default broswer providing links to 
Technical Support for Now Up-to-Date & Contact. 



^ wni wj Help Menu Commands 



Help 



Command Shortcut 


Function 


Now Up-to- 


Opens a window in your default web browser providing links 


Date & 


to local and online help for Now Up-to-Date & Contact. 


Contact 


Help- 




Now Up-to- 


Opens a window in your default broswer providing links to 


Date & 


Technical Support for Now Up-to-Date & Contact. 


Contact 


Support- 





Scripts Menu 

The Scripts menu will display any Applescripts located in the Scripts folder located in the same folder 
as the Now Up-to-Date and Contact applications. To make Applescripts available inside the 
applications, simply drop them into the Scripts folder. 

Tip: For additional information on creating and using Applescript scripts with Now Contact, choose "About 
Applescript" and " About Applescript Menus" from the Scripts menu in Now Contact. 
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Appendix B— Tips & 
Troubleshooting 



This Appendix provides useful information on Now Up-to-Date & Contact technical specifications, tips 
on using these programs, and general help in troubleshooting common problems. 



Now Up-to-Date technical specifications 



This section provides background details on how and where Now Up-to-Date stores its assorted 
information. 



File sizes and quantities 

A Calendar File can contain up to 31 Sets, 16 Calendar Layouts, 16 List Layouts, 16 Import/Export 
Templates, and as many Categories and Events as disk space and application memory allow. 

An Event stored in a Private Category in your Calendar File can have up to 64 characters in its title, and 
up to 32K of text in its description; an Event stored in a Public Category is limited to a total of 4K for its 
description, attached Contacts, meeting attendees, and attached graphics. 

In relation to sharing Events and Group Scheduling, you can subscribe to a maximum of 350 Public 
Categories, Users, Conference Rooms and Resources per Public Event Server (you "subscribe" to Users, 
Conference Rooms and Resources using the "Users and Resources..." command on the Meeting menu). 
You can be designated as a Proxy for up to 50 Users, Conference Rooms and Resources. 



Where Now Up-to-Date stores information 

Now Up-to-Date stores information and data related to your preferences and general functions within 
your Calendar File, or within the "Now Up-to-Date Preferences" file found in the "Now Up-to-Date 
Prefs" folder in your Preferences folder. (Preferences files for Now Up-to-Date printing and for Reminder 
are also stored in this folder.) 
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Your Calendar File stores: 

• Events 

• Categories 

• Sets 

• Calendar Layouts 

• List Layouts 

• Import /Export Templates 

• All settings you enter in the various panes of the Preferences window 

• Copies of all Public Events in all Public Categories that you've subscribed to 

• Attached Contacts (Contacts attached to Public Events are stored on the Public Event Server, though 
they're also saved into your Calendar File along with the Events) 

• Passwords that you've entered for Public Categories and for logging in. 

Your Meeting Availability settings are stored on the Public Event Server that's configured for Group 
Scheduling. 

The "Now Up-to-Date Preferences" file stores: 

• Information on your Primary File 

• All graphics contained in the Graphics Palette 

If you've accidentally removed graphics from your Graphics Palette and want to get them back, or if 
you simply want to start over from the default settings, you can throw away this preferences file — Now 
Up-to-Date will rebuild the default Graphics Palette the next time you open the application. 

The "Now Up-to-Date Printing Prefs" file stores the settings you specify in the Print Options dialog box, 
so they're available the next time your print. 

Usage tips 

This section provides information that can help you optimize the way you use Now Up-to-Date. 

Keyboard Shortcuts 

You can speed up your use of Now Up-to-Date by using the many keyboard shortcuts that are available 
for common functions. A list of keyboard shortcuts appears in Appendix D, or on the inside back cover 
of this User's Guide, if you have the printed User Guide. 

Drag and Drop 

You can accomplish many Now Up-to-Date functions quickly by using the drag-and-drop features. 

For example, to link Contacts to an Event, simply drag selected Contacts from the List View, or the 
Contact icon from the Detail View in Now Contact, and drop them onto an Event in Now Up-to-Date. 

You can also drag an Event from Now Up-to-Date and drop it onto a Contact in Now Contact. To move 
an Event from one date to another in Now Up-to-Date, drag and drop it on the desired date cell. 

Grab 'n Go (Macintosh only) 

Grab 'n Go enhances the contextual menu in applications that support the Macintosh contextual menu 
standard, such as Eudora and Microsoft Word, so that you can easily transfer information from other 
applications to Now Up-to-Date. When Now Up-to-Date is installed, a contextual menu module that 
enables this feature is added to the Contextual Menu Items folder in the System folder. 
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.>7h Memory usage (Mac OS 8.6 -9.X Only) 

**V^ When you're working with a new Calendar File, Now Up-to-Date works best with the amount 
J* of memory (RAM) specified in its Suggested Memory Size (this figure is available in the Get 
Info dialog box that appears when you select the application in the Finder and choose "Get 
Info" from the File menu). However, if you've upgraded from a previous version and are using a 
Calendar File that's more than a year old, or if you're on a network and subscribing to many Public 
Categories, Now Up-to-Date may require more memory in order to work with your Calendar File. The 
application will alert you when memory is too low to open your Calendar File or perform a particular 
function with it; when this happens, increase the "Preferred Size" setting in Now Up-to-Date's Get Info 
window. 

Another way to handle Now Up-to-Date's memory requirements and avoid having to increase its 
memory allocation is to use the Archive feature to remove older Events from your Calendar File. 
Archiving deletes Events that are older than a time period you specify, and places them in a text file, 
where you can always get them back if you need them. If your Calendar File is more than a year old, we 
strongly recommend archiving some of the Events it contains. See "Archiving data from your Calendar 
File," starting on page 47, for more information. 



Now Contact Technical Specifications 



File sizes and quantities 

A Contact File can contain up to 65,000 Contacts, 128 Private Keywords, and as many Categories and 
Public Keywords as disk space and application memory allow. 

The number of attachments (Notes, documents, and linked or non-linked Calendar Events) per Contact 
is also limited only by disk space and application memory. Now Contact can store up to 31 Detail 
Layouts, 31 List Layouts and 250 Templates, and a Word Processor document can contain 32K (about 16 
pages) of text and graphics. 

Where Now Contact stores information 

Now Contact stores information and data related to your preferences and general functions within your 
Contact File, or within the "Now Contact Prefs" file found in the "Now Contact Prefs" folder in your 
Preferences folder. (Preferences files for QuickContact, Now Contact printing and, if applicable, the 
Public Contact Server are also included in this folder.) 

Your Contact File stores: 

• The four Categories created by default in every new Contact File, plus any Categories you create 
yourself. 

• The six Keywords created by default in every new Contact File, plus any Keywords you create 
yourself. 

• The default Category and default Keywords selected in your New Contacts preferences. 

• The name and location of any Now Up-to-Date version 3.5 Calendar File to which you've connected 
your Contact File, if you're using Now Contact and Now Up-to-Date together. 

• Aliases for documents attached to Contacts. 

• Calendar Events attached or linked to Contacts. 

• Any Custom Fields you've defined. 
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The "Now Contact Prefs" file stores: 

• The settings from all panes of the Preferences window, except for the default Category and default 
Keywords selected in your New Contacts preferences, and the Calendar File selected in the Now 
Up-to-Date pane if you're using Now Contact and Now Up-to-Date together. 

• All List View Layouts. 

• All Detail View Layouts. 

• All Import and Export Templates. 

Usage tips 

This section provides information to help you optimize the way you use Now Contact. 

Keyboard Shortcuts 

You can speed up your use of Now Contact by using the many keyboard shortcuts that are available for 
common functions. A list of keyboard shortcuts appears in Appendix D, or on the inside back cover of 
this User's Guide, if you have the printed User Guide. 

Drag and Drop 

You can accomplish many Now Contact functions quickly by using the drag-and-drop features. 

Simply drag the Contact from the List View, or the Contact icon from the Detail View, and drop it in the 
appropriate area. 

Using drag-and-drop you can: 

• Copy Contacts between Contact Files by dragging from one List View to the other 

• Create tab-delimited text files containing Contact information by dragging Contacts to the desktop 

• Paste Contact information into a text file by dragging the Contact to an open text file (the text file 
application must be drag-and-drop aware) 

• Create a new Note for a Contact by dragging text from a text file into the Contact 

• Attach a document to a Contact by dragging the document from the Finder to the Contact 

• Drag contact data to Microsoft Word 2001 for drag and drop merge document creation 

Memory usage 

Now Contact works best when provided with the amount of memory (RAM) specified in its Suggested 
Memory Size (this figure is available in the Get Info dialog box that appears when you select the 
application in the Finder and choose "Get Info" from the File menu). Increasing the amount of memory 
allocated to Now Contact will not speed up its operation. 
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Now Up-to-Date Troubleshooting 



This section attempts to identify some of the common problems you may encounter when using Now 
Up-to-Date & Contact, and offer solutions for them. 

General 

Now Up-to-Date & Contact asks me for my registration number every time I launch 
it, not just the first time like the manual says. 

This can occur as a result of interference from other extensions during the installation process. Remove 
the installed copy of the Now Up-to-Date application (no other files need to be removed), reinstall the 
Now Up-to-Date application, then launch your Calendar File. You will need to personalize the software 
on the first launch, but you shouldn't have to after that. If this problem persists, disable any virus- 
protection software on your Macintosh, restart, and then personalize the Now Up-to-Date application. 
After doing so successfully, you can turn on your virus-protection software again. 

I get an "out of memory" error when I'm launching Now Up-to-Date or working in 
the program. 

If you've created Sets that include many Public Categories, it's possible to run out of application 
memory. A great number of Public Events will add to the size of your Calendar File, making it difficult 
for Now Up-to-Date to open the file without additional memory. To solve this problem, increase the 
memory allotment for Now Up-to-Date by opening its Get Info window in the Finder and entering a 
larger number in the "Preferred size" box. If you have enough RAM memory, we suggest doubling the 
Preferred size in the Get Info dialog box. 

Events that fail to appear in your calendar view or blank cells that contain scroll arrows in your Month View 
display are other indications that available memory is low. 

The day that is highlighted in my Month View as the current day isn't actually 
today's date. 

The Macintosh's clock is probably set to the wrong date. Change the date and time in the Date & Time 
control panel. 

The time and/or date displayed in my menu bar is not correct. 

The Macintosh's clock is probably set to the wrong time and/ or date. Change the date and time in the 
Date & Time control panel. 

I'm unable to launch Now Up-to-Date on my laptop — I get a message that someone 
else is using my copy of the software. 

If you're connected to a Now Up-to-Date Server and have installed the same copy of the software on 
both a desktop and a laptop, you need to quit the application on the desktop before launching it on the 
laptop. You may also need to purge the list of recently connected users from the Now Up-to-Date Server 
(Server > Recent Connections > Disconnect). See "Mac Server Administration," starting on page 359, or 
"Windows Server Administration," starting on page 389, for more information. 

The size of my Calendar File seems to vary significantly — is this a problem? 

No, Now Up-to-Date compresses your Calendar File as necessary. If you want to compress the file 
manually, choose "Save As. . ." from the File menu and save a copy of your Calendar File in the same 
location and under the same name as the original. 
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I want to use the 24-hour v 'military clock for my Events and Reminders. How do I do 
this? 

The hour and day setting is determined by your system software, not by Now Up-to-Date. You can 
change these settings in the Date & Time control panel. 

Events 

I can't create an Event — the menu command for it is dimmed. 

You can create only those Event types that are displayed in the View you're currently using. For 
example, the "New Sticky Note" command is dimmed when you're in the Multi-Day View, because 
Sticky Notes are not displayed in that View. The Event types you can create in the List View are 
determined by the currently-selected List Layout (see Chapter 5, "Viewing Events," for more 
information). Also, all New Event commands except "New Banner" and "New Sticky Note" are 
dimmed unless a day is selected. 

An Event I'm looking for doesn't appear in my Calendar File. 

Make sure that the Event you're looking for is of a type that will appear in the View you're currently 
using (see the previous note). Also, the Event may have been hidden. Choose "Show Hidden" from the 
Style menu to display Events that have been hidden. Make sure you haven't deleted the title of an 
Event. An Event with no title will not appear in the Month or Week View and will appear as a nameless 
rectangle in the Day and Multi-Day Views. 

I can't select or move a Graphic that I want to modify. 

To select a Graphic, hold down the Option key while clicking on it. To move it, hold down the Option 
key and drag. If the Graphics Palette is open, you don't need to use the Option key for these operations. 

Events that I created or modified using the QuickDay Event Info dialog box don't 
appear in my Calendar File when I copy it to my PowerBook from my desktop 
Macintosh. 

Events that you create or modify in this dialog box are not saved into your Calendar File until you 
actually open the Calendar File with the Now Up-to-Date application. Consequently, if you do any 
creating or modifying of Events in this way, it's important that you always launch your Calendar File 
before copying it to your PowerBook and leaving your desktop Macintosh and vice versa. 

Views 

My Month View looks distorted and shrunken, like it's been crammed into the 
current window. Not every month looks like this, though. 

This is a result of the way that monthly calendars are laid out. Most of the months in a year can be laid 
out in five horizontal rows of seven days each. Depending on the day of the week on which they start, 
however, some months actually require six horizontal rows in order to be displayed completely. Since 
Now Up-to-Date always displays the Month View in the same size window, the "shrunken" effect is a 
result of fitting an extra week into that window. April, July and December of 1995 are examples of 
months in which this occurs. 

My "Done" To-Dos don't have checkmarks in front of their names — some other 
symbol appears there. 

Some fonts, such as New York, don't include the checkmark character, so if your current Calendar 
Layout or List Layout is displayed in one of these fonts, a different symbol will appear instead of a 
checkmark. You may want to avoid using fonts that don't include the checkmark. 
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Private and Public Categories 

No Public Categories appear in the Define Categories and Define Sets dialog boxes. 

Possible reasons include: 

• You haven't connected to a Public Event Server in the Server Connections dialog box (choose 
"Server Connections. . . " from the Define menu). 

• TCP/IP is not active on your Macintosh. Contact your Network Administration for assistance in 
setting it up. 

My copy of Now Up-to-Date is unable to read Public Events from the Public Event 
Server I've selected. 

It's possible that a dialog box from another application is open on the Public Event Server Macintosh, 
which can interfere with communication; ask your network administrator for assistance. The "Error 
messages" section gives some other reasons why this may occur. 

Too many Public Events appear in my Calendar File — I can't make sense of all the 
clutter. 

Make use of Sets to reduce the number of Public Events that appear in your Calendar File; include fewer 
Public Categories in your Sets. See "Organizing Your Calendar" on page 99. 

Why does an equal sign (=) appear next to some of the Public Events displayed in my 
Calendar File? 

The "=" sign is a Mark that appears next to Public Events you haven't read yet. This allows you to find 
recently-posted Events quickly. If you don't want to see Marks like this in your Calendar File, choose 
the "Marks" command from the "Event Display" submenu on the View menu to remove the checkmark 
that appears next to it. 

I am unable to modify a Public Event. 

The Event probably belongs to a Public Category that is password-protected. You won't be able to 
modify the Event unless you enter the correct password. 

Public Events that I've created keep disappearing. 

Most likely, other users on the network are deleting them, either intentionally or unintentionally. The 
solution is to password-protect the Public Category containing the Events. 

I forgot the password(s) to a Public Category I created. 

There are ways to resolve this situation on the computer that is running the Now Up-to-Date Server 
software. Ask your network administrator for assistance. See "Mac Server Administration" on page 359. Or 
see "Windows Server Administration" on page 389. 

I know there's an unreconciled Event somewhere in my Calendar File from when I 
was editing offline, but I can't find it to reconcile it manually with the Server. 

Choose "Find..." from the Event menu, type "?" (the Mark that is attached to unreconciled Events) in 
the text field, and click "Find." Now Up-to-Date finds all Events with this Mark. 

When I'm away from the network and editing offline, duplicate copies of edited 
Events show up in my Calendar File, and they appear gray or dithered. 

This occurs when "Show Hidden" is active (a checkmark appears next to it on the View menu). When 
you edit an Event while offline, the original Event is hidden until you reconnect to the network, while 
the edited version of the Event remains visible. If "Show Hidden" is active, the original Event will 
appear in a dithered pattern. To remove such Events from view, toggle "Show Hidden" off by choosing 
it from the View menu so that the checkmark disappears. 
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Error messages 

Now Up-to-Date displays a status message in the upper right corner of the current View (except the 
Multi-Day, Day, and Year Views). Usually this message provides information on the status of Public 
Events or the progress of your communication with the Public Event Server. However, if an error occurs 
in network communications, an error message will be displayed here. The possible error messages are 
listed below. 

error: incompatible server — The version of the Now Up-to-Date application that you are using is 
different from that of the Public Event Server(s) on the network. You should compare the version 
number of your application to that of the Public Event Server application on the Server. 

Contact us to find the most current version of the software and how to obtain it. 

http:/ / www.poweronsoftware.com 

error: bad reg. number — The Public Event Server is rejecting your registration number for some reason. 
You should check to see if it is in use by another user on the network, or you may wish to re-install your 
user software and enter the registration number again. You may also need to purge the list of recently 
connected users from the Now Up-to-Date Public Events Server (Server > Recent Connections > 
Disconnect). See "Remove Users," starting on page 370, if your server is on a Macintosh for more information. 
See "Viewing Connections," starting on page 398, if your server is on a PC for more information. 



error: reg. number in use — The registration number you entered when you first launched your copy of 
Now Up-to-Date is in use by another user on the network, or if your company has a multi-user package, 
you have exceeded the number of users for which the software is serialized. You should obtain 
additional copies of the software. You may also need to purge the list of recently connected users from 
the Now Up-to-Date Public Events Server (Server > Recent Connections > Disconnect). See "Remove 
Users," starting on page 370, if your server is on a Macintosh for more information. See "Viewing Connections," 
starting on page 398, if your server is on a PC for more information.. 

error: server problem [error number] — A problem has occurred on the Public Event Server Macintosh. 
The error number displayed can be of help in determining the cause of the problem; you should make a 
note of it, and mention it to us if you call for technical support. 

error: server out of memory — The Public Event Server Macintosh has run out of memory, probably 
when trying to load or update its database file. Contact your Network Administrator. 

error: out of memory — The Now Up-to-Date application has run out of memory on your Macintosh. 
This may occur if you have created Sets that include many Public Categories. To solve this problem, 
increase the memory allotment for Now Up-to-Date by opening its Get Info window in the Finder and 
entering a larger number in the "Preferred size" box. If you have enough RAM memory, we suggest 
doubling the Preferred size in the Get Info dialog box. 

looking for [Public Event Server name] — Now Up-to-Date is having difficulty locating the Public 
Event Server. 

A Before proceeding, he sure to make a backup copy of your Calendar file. Failure to do so could cause the 
permanent loss of Calendar data. 

To solve the problem, choose "Server Connections. . . " from the Define menu, select the Server, and click 
"Locate. Re-select the Server and return to the calendar display to see if the problem is resolved. If 
you have difficulty re-selecting the Server, check with your network administrator to verify that the 
Public Event Server Macintosh is running. 
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Reminders 



I'm not getting any Reminders for Events that I created. 

Possible reasons include: 

• The QuickDay control panel is not installed. It should be located in the Control Panels folder inside 
the System Folder. 

• The "Receive Reminders" checkbox is deselected for the Event's Category in the Define Sets dialog 
box. 

• Your Calendar File has not been selected as your Primary File. QuickDay uses the file that you've 
selected as primary in Now Up-to-Date as its source for Events to remind you of. See "Creating a 
Calendar File," starting on page 37, for information on specifying a primary Calendar file. 

• The "never" option is selected as the Reminder interval, or "None" is selected for notification type in 
the Preferences dialog box for that Event type. 

• The Reminder interval for New Appointments is set incorrectly in the Preferences dialog box, or in 
the Events themselves. 

• You are past the period of time set in the "stop reminding after" option in QuickDay's preferences 
(QuickDay Control Panel: Preferences: Reminder tab). 

• The Event notification could not be heard because the sound has been turned off or the volume is set 
very low. Check the sound setting in the Sound control panel or the Sound Control Strip. 

• The Macintosh clock is set incorrectly. Check the General Controls or the Date & Time control panel. 

I keep getting Reminders for Events that I didn't create and that I have no interest in 
being reminded of. 

You will receive Reminders for Events in all Categories that are selected to receive Reminders in the 
Define Sets dialog box. If you are getting Reminders for Events in Categories that don't interest you, 
simply select the Category in the Define Sets dialog box and deselect the "Receive Reminders" 
checkbox. 

There are two clock displays in my menu bar superimposing each other. 

There is probably another menu bar clock utility running on your Macintosh in addition to the 
QuickDay control panel. Look in the Extensions and Control Panels folders inside your System Folder 
for any such utilities, move them onto the desktop, and restart. Note: Now QuickDay no longer 
provides clock function. To place clock functionality in your Mac OS menu bar, enable it in the Date & 
Time control panel. 



Printing 

When I do double-sided printing, my pages get mixed up with other people's print 
jobs and I can't keep track of when I need to flip pages. 

Be sure to turn off Background Printing in the Chooser, and select "Manual Feed" in the Print dialog 
box when starting your double-sided printing job. This ensures that no other network jobs go through 
until you have flipped the page and clicked "OK" on your Macintosh. 

The Appointment Book pages I'm printing are coming out in reverse order. 

If you have selected Double-Sided, Folding Pages, or Single-Sided (Reversed) printing and your holes 
are on the outside of the pages, this is normal. Now Up-to-Date prints the pages in reverse order so that 
they are correctly laid out for insertion into your appointment book. See "Printing Calendars, " starting on 
page 137, for more information. 
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I can't edit the fields in the Print dialog box when I'm using Apple's fax software. 

Because of a problem between Now Up-to-Date's printing functions and this software, you can't edit 
these fields directly. Click the "Edit. .." button to open a dialog box in which you will be able to edit the 
fields. 

When I print the Multi-Day or Day View, it's hard to write in new Appointments 
over the gray background. 

To make it easier to write in Appointments by hand in these Views, deselect the "Draw gray 
background" checkbox in the Print Options dialog box. This will cause the open time slots in these 
Views to be blank, rather than gray, when printed. 

The edges of my printing output are getting cut off. 

Some non- Apple printers use custom margin settings that do not work automatically with Now Up-to- 
Date's printing features. To alleviate this problem, click "Margins. . . " in the Print Options dialog box 
and type in custom margin settings to compensate for the portions of your output that are getting 
clipped. You may have to experiment a little with these settings to get them just right, but Now Up-to- 
Date will remember them after that and you shouldn't have to adjust them further unless you switch 
printers. 

Month View graphics are clipped when a Month View is printed. 

Month View graphics in the dimmed "see-thru" day area do not print. Any portion of the graphic in this 
area will be clipped. 

I get an "out of memory" error message when I choose "Print..." or "Print 
Options..." from the File menu. 

Your Calendar File has probably grown to such a size that you need to increase Now Up-to-Date's 
memory allocation. To do so, open the Now Up-to-Date application's Get Info window in the Finder 
and enter a larger number in the "Preferred size" box. 

My printer won't print any output from Now Up-to-Date, or my printed output is 
missing some of the lines that are shown on the screen. 

Some third-party printer manufacturers include custom Chooser devices for use with their printers. In 
some cases, these Chooser devices (drivers) are non-standard and have difficulty working with the 
enhanced printing available in Now Up-to-Date. If you have a third-party printer and you have 
problems like these when using the printing options available in Now Up-to-Date's Print Options 
dialog box, you may need to select the "Use non-enhanced printing" checkbox in the General 
Preferences dialog box (choose "General. . . " from the submenu attached to "Preferences" on the Define 
menu). Fewer printing options will be available to you, but you should have more success in printing 
your Calendar File. 

Archiving 

I forgot the Owner Password for a Public Category that I want to archive. 

There are ways to resolve this situation on the computer that is running the Public Event Server 
software. See "Mac Server Administration" on page 359 or see "Windows Server Administration" on page 389. 
Or ask your Network Administrator for assistance. 
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Now Contact Troubleshooting 



This section identifies some of the common problems you may encounter when using Now Contact, 
and offers solutions for them. 



General 

The Date/Time Stamp function is inserting the incorrect date and/ or time in my 
Notes and Calendar Events. 

The system clock in your Macintosh is probably set to the wrong date and/ or time. Check the Date & 
Time control panel. 

Too many Contacts appear in my List View — it's hard to wade through them to see 
the ones I want. 

You can assign your Contacts to different Categories, then use QuickFind to "filter" the List View and 
display only Contacts assigned to specific Categories (and, optionally, containing specific Keywords). 
See "Organizing Your Contacts" on page 211 for more information on using Categories and Keywords, and 
"Finding Contacts" on page 187 for more information on using QuickFind. 

You can also use the "Find. . ." command in the Find menu to reduce the contents of the List View to 
match criteria you specify. Finally, you can use the "Hide Contact" command, if desired. 

When I try to open Now Contact, I get an error message saying that my copy of Now 
Contact isn't registered for enough users to allow me to run it. 

The registration number you entered when you first launched Now Contact after installation is in use 
by another user on your network, or, if your company has a multi-user package, you have exceeded the 
number of users for which the software is serialized. You should obtain additional copies of the 
software. 

When I try to launch Now Contact, I get an error message saying that I can't run 
more than one copy of Now Contact at the same time on my Macintosh. 

There is more than one copy of Now Contact on your Macintosh, and one copy is already running when 
you try to launch the other one. Now Contact's preferences file doesn't allow two copies of the 
application to run at once. 

QuickContact 

When I select the QuickContact checkbox in a Contact's Detail View to add it to the 
QuickContact menu, the Contact doesn't appear immediately when I pull down the 
menu. 

You must save your primary Contact File before a Contact appears in QuickContact's pull-down menu. 
To do so, choose "Save" from the File menu in Now Contact. 

No Contacts are listed in my QuickContact pull-down menu — it just says "No 
primary Contact File. . . ". 

You may not have selected a primary Contact File. From the Now Contact File, choose "Open." Locate 
your Contact File and verify that the "Make this my primary file" checkbox is selected. See "Setting a 
primary Contact File," starting on page 155, for more details. 

If you can't locate your primary Contact File to open it, it may have been deleted from your hard disk. If 
so, you'll probably need to restore it from a backup, if possible. 
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When I try to dial a Contact from QuickContact, nothing happens. 

If you use the Apple Event Dialer or Sophisticated Circuits DeskTop Dialer to dial your Contacts, you 
cannot dial from the QuickContact pull-down menu or from the QuickContact Find dialog box. Apple 
Events communicate only between applications, and QuickContact is a control panel. 

Integrating Now Contact and Now Up-to-Date 

Events that I've created and linked from within Now Contact aren't appearing in 
Now Up-to-Date. 

First, make sure you've specified a primary Contact File. Next, double-check your linking preferences in 
each application to be certain you've connected the two files you intended to. The Now Up-to-Date 
pane of Now Contact's Preferences window should show the Calendar File that you're actually using, 
and the Now Contact pane of Now Up-to-Date's Preferences window should show the Contact File 
you're using. 

Also, make sure that the Event type you created is set to appear in the current Now Up-to-Date view. 
For example, if you've excluded To-Dos from the Month View and created a linked To-Do in Now 
Contact, you won't see it in Now Up-to-Date unless you switch to a Layout that displays To-Dos. Events 
can be excluded from Now Up-to-Date's List View as well. 

Contacts I created and linked from within Now Up-to-Date aren't appearing in Now 
Contact. 

Linked Contacts created in Now Up-to-Date are assigned to the default Category you've selected in 
your New Contacts preferences. If you used QuickFind to filter your List View and it doesn't include 
this default Category, the new linked Contact won't appear in the current list of Contacts. Use 
QuickFind again to include the default Category, or use the "Find..." command to locate the Contact 
(since the Find function is independent of Categories). 

Printing 

When I do double-sided printing, my pages get mixed up with other people's print 
jobs and I can't keep track of when I need to flip pages. 

Be sure to turn off background printing in the Chooser, and select "Manual Feed" in the Print dialog box 
when starting your double-sided print job. This ensures that no other network printing jobs go through 
until you've flipped your pages and clicked "OK." 

When I try to print a document or edit a Template, I get an error message saying that 
the Templates folder can't be found. 

The Templates folder has been moved or renamed. It should be named simply "Templates," and located 
in the same folder as the Now Contact application (you can also place it in the "Now Contact Prefs" 
folder in your Preferences folder). If you can't locate the folder, you should probably re-install it from 
your PowerOn Software CD or Installer — when you do this, any Templates that you've created or 
modified will be lost. 

Importing and Exporting 

When I try to import Contact data from a Microsoft Excel spreadsheet, I get an error 
message saying that some records couldn't be imported because they contained 
either too few or too many fields. 

When you save an Excel spreadsheet as text, any empty cells do not appear in the text as separate fields; 
this results in Now Contact seeing discrepancies in the number of fields contained in each record being 
imported. To resolve this problem, use the "Set Database" command in Excel before attempting to 
import the data. 
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Public Categories 

No Servers appear in the Server Connections dialog box when I try to connect to a 
Public Contact Server. 

TCP/IP must be active on your Macintosh for you to be able to access a Public Contact Server. When 
you have verified that TCP/IP is active, you will need to subscribe to a Server. See "Connecting to a Now 
Contact Server," starting on page 231, for details. Or contact your system administrator for assistance. 

I'm connected to a Public Contact Server, but no Public Categories or Public 
Contacts appear in my Contact File. 

Connecting to a Public Contact Server doesn't automatically give you access to its Public Categories — 
you must first subscribe to the Categories you want to use. First, choose "Categories..." from the Define 
menu. In the Define Categories dialog box that appears, select the appropriate Server from the Location 
pop-down menu. Double-click the Categories that you want to subscribe to. A checkmark appears next 
to selected Categories. After the Server downloads the selected Categories you will have access to any 
of the Public Contacts assigned to them. 

The Public Contacts I create or modify aren't being sent to the Public Contact 
Server. 

First, make sure you're working online. Choose "Server Connections" from the Now Contact Define 
menu. Double-click each Server on the list and verify that the "online" checkbox is marked (has a 
checkmark in it). If not, select it; your new or modified Public Contacts are sent to the Server when the 
next update occurs. If a Public Contact you modified while offline was also modified by a user who was 
online, your changes aren't posted to the Public Contact Server — they are saved to a Note called 
"RECONCILE FIELDS" attached to the Contact. This allows you to compare your changes to the 
version that was edited while you were offline. 

If you reassigned an existing Public Contact to a local Category, you either moved the Contact from the 
Server to your private Contact File or created a local copy. In either case, modifications to the Contact 
are made to your file only, and are not sent to the Server. Open the Contact and verify that the Contact is 
assigned to a Public Category. 
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Appendix C— Glossary 



Appointment — A Calendar Event that is time- and date-specific and has a start and end time. See also 
Calendar Event. 

Attendee — A user who is listed as attending a meeting. 

archive — A function of Now Up-to-Date that removes Event data of a specified age from a Calendar File 
or Public Event Server database file, and saves it to a text file. 

auto-forward — An attribute of a dated To-Do or Call that causes it to move forward to subsequent days 
until you mark it as "Done." 

Auto-Save — A function of Now Up-to-Date & Contact that saves your Calendar and Contact Files 
automatically at a specified interval (the default is 5 minutes). 

Availability — The amount of time that you're available for attending meetings in the course of a day. 

Banner — An Event type that's a floating object containing a line of text that appears in the Month View. 
Banners can be used to indicate a plan or activity that spans a number of days or weeks, such as a three- 
day business trip. 

Calendar Event — An entry in Now Contact that lets you keep track of your interactions with your 
Contacts. If you have Now Up-to-Date installed, you can link a Contact that has attached Calendar 
Events to your Calendar File in order to have the Event and the Contact appear in both applications. See 
also Appointment, Special Event, To-Do, Undated To-Do. 

Calendar Layout — A set of criteria for defining the appearance of your Calendar File in all of the 
calendar-based Views. You can create multiple Layouts and switch between them to view your Calendar 
File in the way you want to for various purposes. 

Calendar File — A Now Up-to-Date version document containing Event information. You can connect a 
Now Contact File to it in order to share Contact and Event information between the two applications. 

Call — An Event type that represents a telephone call to be completed. A Call can optionally have a start 
time, or simply be attached to a specific day on which the call should be completed. A Call can auto- 
forward to subsequent days if you don't complete it on the originally scheduled day. 

Category — A classification that lets you group related Events and Contacts. You can create a Calendar 
Category called "Work" and place Events that are work-related into that Category. You can create a 



Appendix C — Glossary 461 



Contact Category called "Business" where you would assign business-related Contacts. Categories 
provide a way to separate and "filter" your Event and Contact information. See also Set. 

cell — A box that represents a day in the Month and Week Views. 

Conference Room — A meeting room that's available on the network for including in meetings. 

Contact — In Now Contact, the basic element of a Contact File; a Contact contains name, company, 
address, telephone and other essential information for a person and / or company. In Now Up-to-Date, a 
Contact is a simple entry containing name, company and telephone information that is attached to an 
Event and can be "stand-alone" or linked to a Now Contact File. See also Contact File, Event, link. 

Contact File — A Now Contact document containing one or more Contacts and supporting information 
such as Categories, Keywords, and so on. You can connect your Now Up-to-Date version Calendar File 
to a Now Contact File so that you can link Events to Contacts and share and instantly update 
information between the two applications. See also Calendar File, Contact, Event, linking. 

contiguous selection — A selection in the List View in which all of the selected Contacts are adjacent to 
each other. See also discontiguous selection. 

Copy Contact Info — A Now Contact function that lets you copy predefined and pre-formatted Contact 
information to the Clipboard for pasting into another area or application. 

Detail Layout — A set of formatting criteria for defining the appearance of the Detail View and the 
amount of Contact information it displays. You can create multiple Detail Layouts and switch between 
them in order to view your Contact data the way you want. 

discontiguous selection — A selection in the List View in which the selected Contacts are not all adjacent 
to each other; at least some of them are separated by unselected Contacts. See also contiguous selection. 

Done — The status of a To-Do or a Call. A To-Do or Call is marked as "Done" when you've completed 
the task it represents; when you haven't completed it, it can be either "Not Done" or "In Progress." 

duration — How long an Event lasts. The maximum duration for an Event is 24 hours. 

Event — An entry in a Now Up-to-Date Calendar File that lets you keep track of your schedule. When 
you are running Now Up-to-Date, you can link Appointments, To-Dos, Undated To-Dos and Special 
Events to Contacts in your Now Contact File. 

Event Info window — A Now Contact window where you enter values for Calendar Events attached to 
a Contact, and optionally link Calendar Events to a Now Up-to-Date Calendar File. This window is very 
similar to Now Up-to-Date's Event Info window: each contains controls for changing Event attributes 
such as the title, description, start time, stop time, Category, Priority and duration. See also Calendar 
Event, Calendar File, Event. 

exporting — In Now Up-to-Date, a function that copies Event data within a specified date range from 
your Calendar File and saves it to a text file. In Now Contact, a function that copies specified Contact 
data from your Contact File into a text file or a new Contact File. 

footer — User-definable text that appears at the bottom of printed output; you can create a custom footer 
by clicking "Headers. . ." in the Print Options dialog box. 

found list — The result of a Find operation. Any Contacts matching your search criteria appear in the 
List View and comprise the found list. 

Grab 'n Go — A feature of Now Up-to-Date that allows you, using contextual menus inside programs 
that use the Mac OS contextual menu standard (such as Eudora email program and Microsoft Word 
2001), to easily transfer information from these applications to Events in Now Up-to-Date. (OS 8/9 only) 
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Graphic — An Event type that's a PICT or bitmap that is pasted into the Month View, or directly into an 
Event. Graphics can add visual interest to your Month View, or give special significance to individual 
Events. 

Group — A predefined set of users, Conference Rooms and Resources that you can invite to a meeting 
by selecting just the single Group name. 

Header — 1. User-definable text that appears at the top of printed output; you can create a custom 
header by clicking "Headers. . ." in the Print Options dialog box. 2. The top section of the current View; 
for example, in the Month View, the area that shows the month and year is the Header. 

hidden — Describes an Event you've made invisible by selecting it and choosing "Hide Event" from the 
Event menu. 

Holiday — An Event type that spans an entire day, rather than being attached to a specific time on that 
day. The day on which a Holiday falls takes on any special formatting you've specified for weekends 
and Holidays. 

importing — In Now Up-to-Date, a function that translates calendar information saved in a text file into 
Event information that is copied into your Calendar File. In Now Contact, a function that transfers 
Contact information from a text file or another Contact File into your Contact File. 

linking — Connecting a Contact in a Now Contact File to an Event in a Now Up-to-Date Calendar File 
(or vice versa). Any modification made to a linked element in one application is automatically reflected 
in the other application. See also Calendar Event, Calendar File, Event. 

List Layout — A set of formatting criteria for defining the appearance of the List View and the types of 
Events or Contact information it displays. You can create multiple List Layouts and switch between 
them in order to view your Calendar and Contact data the way you want. 

Lunar Event — An Event that automatically finds the correct day based on the phase of the moon. Easter 
is an example of this type of event. 

Mark — In Now Up-to-Date, a symbol that appears next to an Event to convey information about its 
type or Status. For example, a "=" appears next to Public Events that you have not read yet (if the 
"Show Marks" command is currently checked in the "Event Display" submenu of the View menu). In 
Now Contact, a function that lets you set a Contact apart from others by "tagging" it. You might mark 
one or more Contacts in order to designate them as the ones you want to print in an upcoming Print 
operation, to flag them for later deletion, and so on. 

Meeting Notice — A notice that arrives in your Calendar File to let you know that you've been included 
as an attendee for a new meeting. 

merge document — A Now Contact document (either a letter or fax) that is intended to be sent to more 
than one Contact. A merge document usually contains merge fields, which allow the document to 
contain personalized information for each recipient. See also merge field. 

merge field — A placeholder you can insert into Now Contact text documents or Copy Contact Info 
formats; merge fields are replaced by Contact data when the document is printed or the Copy Contact 
Info format is copied to the Clipboard. Merge fields can represent individual lines of Contact data, or 
several lines at once. 

preferences — A set of user-definable criteria that allow you to specify how certain Now Up-to-Date & 
Contact functions will work. You can set preferences relating to general functions, integrating Now 
Contact with Now Up-to-Date, searching for Events and Contacts, handling duplicate Events and 
Contacts in a file, copying Event and Contact information, entering Contact data automatically, default 
values for new Events and Contacts, dialing Contacts' telephone numbers, and more. 
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primary file — The Calendar file and Contact File you use most often. Your primary file opens 
automatically whenever you launch Now Up-to-Date and Now Contact, is the file QuickDay and 
QuickContact displays Events and Contacts from in its pull-down menu, and are the source for Events 
and Contacts you link to. 

Priority — A level of importance that you can assign to an Event. Now Up-to-Date allows you to define 
up to 10 Priorities and assign them freely to individual Events. 

Private Category — A Category that is stored in your personal Calendar File or Contact File, and is not 
shared over the network or visible to other users (compare with Public Category, below). 

Private Event — An Event that appears in your Calendar File only. Private Events are stored in Private 
Categories, and therefore cannot be viewed by other users over the network (compare with Public 
Event, below). 

Proxy — A user who is selected by another user to act on his/her behalf in scheduling meetings and 
accepting/ declining invitations to meetings. 

Public Category — A shared Category that is stored on the Public Event Server or Public Contact Server, 
and that contains Public Events or Public Contacts. Public Categories, and the Public Events or Contacts 
they contain, are available to all users on the network (compare with Private Category, above). See also 
Category, Public Contact Server. 

Public Contact Server — A Macintosh on your network on which the Public Contact Server application 
has been installed. The Public Contact Server stores and maintains shared Contacts contained in Public 
Categories, which are accessible to all networked Now Contact users. See also Public Category. 

Public Event Server — An application that stores and maintains Public Categories, allowing users to 
share Public Event information. 

Now Up-to-Date Server — The application that accesses the database which holds all the public 
categories, events, users, rooms, and resources. 

Now Contact Server — The application that accesses the database which holds all the public categories, 
and contacts. 

QuickContact — A control panel included with Now Contact that places a pull-down menu of selected 
Contacts in your menu bar. You select the Contacts to include in the QuickContact menu from within 
Now Contact. QuickContact can also search for Contacts in your Contact File. 

QuickDay — A control panel that runs in the background and is primarily responsible for scanning your 
Calendar File and presenting alerts of upcoming Events. The QuickDay control panel also places the 
QuickDay menu in your menu bar, which allows you to view, create and edit Events without opening 
Now Up-to-Date. 

QuickFilter — The text field on the right-hand side of the AlphaBar that allows you to narrow your 
search within the current list of Contacts in List View. Uses the search parameters set in the Find dialog. 

QuickFind — A search feature that lets you "filter" your current list of Contacts to display only those 
assigned to particular Categories, containing specific Keywords, or both. 

QuickMerge — A set of macros that automate most of the document merge process. Macros are 
provided for popular word processors such as MicrosoftWord versions 5.x, 6.x, Word 98 and Word 2001, 
as well as WordPerfect version 3.5.x. The QuickMerge menu item and Toolbar button are available only 
when you have one of these programs installed. 
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Web Services — Plug-ins for Now Contact that allow you to use the search capabilities of the Web and 
your existing contact data to locate email addresses, phone numbers, zip+4 codes, street maps, 
restaurants and more. 

QuickPad — A mini application included with Now Up-to-Date & Contact for Mac OS 8.6-9.X that is 
available from the Apple Menu Items menu. QuickPad allows you to enter contact and calendar 
information in an intuitive and free-form way. It uses SmartWords to take cues from what you type and 
create contacts or events accordingly. 

Reminder — An alert of an upcoming Event in the form of an alert dialog box, a flashing Event title in 
the menu bar, or a sound. You can set a Reminder for any Event in your Calendar File, including Public 
Events. 

repeating Event — One of a series of Events that you have configured to repeat at a specified interval 
and for a specified number of occurrences. 

Reserved Time — Certain blocks of time that you specify in your day when you're unavailable for 
meetings even if you have no actual Appointments scheduled. 

Resource — Any piece of equipment or other object that is of use at a meeting, and is available on the 
network for including in meetings. 

Server — see Now Up-to-Date Server and Now Contact Server. 

Set — A specified group of Categories (Private or Public) that you choose to include in your Calendar 
File at any given time. Sets allow you to "filter" the amount of Event information that appears in your 
Calendar File, and restrict the Event information to specific subject matter, if desired. 

SmartWords — A set of words used in QuickPad that automate the creation of events and contacts, and 
which speed finding and categorizing information based on what you type. 

sorting — A List View function that allows you to define the order in which Events or Contacts are 
displayed. 

Special Event — A Calendar Event that spans an entire day, rather than being attached to a specific time 
on that day. See also Calendar Event. 

Sticky Note — An Event type that's a floating object containing up to 32K of text that appears in the 
Month View. Sticky Notes can be used to display short lists or important notices. 

Template — A predefined set of formatting specifications that determines the appearance of printed 
output. A Template specifies the page size, margins, text formatting and other aspects of your output. It 
may also include merge fields, which substitute actual Contact data for placeholders you insert. 

Template Editor — A Now Contact tool that lets you add text, merge fields and/ or graphics to 
Templates. See also Template. 

Timer — A button available in the Event Info window of Events that allows you to time their duration. 

time stamp — A feature of the Timer button in the Event Info window of Events that enters the current 
time, such as for noting the time an Event took place. 

To-Do — A Calendar Event that represents a task to be completed. It can be date-specific or date-and- 
time-specific. See also Calendar Event. 

Undated To-Do — A Calendar Event that represents a task with no specific deadline or completion date; 
it is not date-specific. See also Calendar Event. 
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Unreconciled Event — A Public Event you edited while offline, but which was also edited by someone 
else while you were offline. Now Up-to-Date gives you the option of simply deleting Unreconciled 
Events, or storing them in a special Private Category and making any necessary changes manually. 

User — A Now Up-to-Date user on the network who is set up for Group Scheduling and available to 
attend meetings. 

View — A graphic environment provided by Now Up-to-Date within which you can view, modify, and 
create Events. The Month View is one of the available Views. 

Word Processor — A built-in Now Contact tool that allows you to create text documents (either simple 
letters and faxes or merge documents). See also merge document. 

Word Wrap — In Now Up-to-Date, a global View menu setting specifying that text that does not fit on 
the first line occupied by an Event will wrap to subsequent lines until all of the text is displayed. 

Zoom — A function available in Now Up-to-Date's Multi-Day and Day Views that expands the View so 
that shorter-duration Appointments are easier to see, or shrinks the View so that more hours fit in the 
current window (available by choosing "Zoom In" or "Zoom Out" from the View menu). 
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Appendix D— Keyboard Shortcuts 



Now Up-To-Date 



Creating Macintosh Windows 

New Appointment §€ - N Ctrl - N 

New To-Do §€ - T Ctrl - T 

New Undated §€ - U Ctrl - U 

New Special §€ - E Ctrl - E 

New Banner §€ - B Ctrl - B 

New Contact §€ - Shift - N Ctrl - Shift - N 

Duplicate Event §€ - D Ctrl - D 

Paste Repeating Event §€ - R Ctrl - R 



Finding 



Macintosh 



Windows 



Find Text 
Find Again 
Find Original 
Find Contact 



-F 
-G 

- Shift - F 



Ctrl - F 
Ctrl - G 
Ctrl - = 
Ctrl - Shift - F 



Viewing 



Macintosh 



Windows 



Open Event Info Window 9€ - E 

Open Month View §€ - M 

Open Week View 9€ - K 

Open Multi-Day View l€ - I 



Ctrl - E 
Ctrl - M 
Ctrl - K 
Ctrl - 1 
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Viewing 


Macintosh 


Windows 


Open Day View 


36-Y 


Ctrl - Y 


Open List View 


36 -L 


Ctrl - L 


Open Set 


36-1-8 


Ctrl - 1-8 


Go To Date 


36 -I 


Ctrl - J 


Duplicate Window 


36 -- 


Ctrl - - 


Hide Event 


36 -H 


Ctrl - H 


Show Hidden Events 




Ctrl - ; 


Zoom In 


36-[ 


Ctrl - [ 


Zoom Out 


36-] 


Ctrl - ] 


Turn on/ off Word Wrap 


&> - \ 


\J\XY - \ 


Mark To-Do/Call as Done 


36-/ 


Ctrl - / 


Open Now Contact 


Option -Double-click a 


Alt - Double-click a Contact 


Contact 





Formatting 



Macintosh 



Windows 



Define Sets 36 - Option - S 

Define Categories 36 - Option - C 

Define Calendar Layouts 36 - Option - F 

Define Layouts 36 - Option - L 

Define Preferences 36 - Option - R 

Define Server Connections 36 - Option - N 



Ctrl- Alt -S 
Ctrl- Alt -C 
Ctrl- Alt -F 
Ctrl- Alt -L 
Ctrl- Alt -R 
Ctrl- Alt -N 



Editing 


Macintosh 


Windows 


Undo 


36-Z 


Ctrl - Z 


Cut 


36-X 


Ctrl - X 


Copy 


36-C 


Ctrl - C 


Paste 


36-V 


Ctrl - V 


Select All 


36-A 


Ctrl -A 


Plain 


36 - Shift - P 


Ctrl - Shift - P 


Bold 


36 - Shift - B 


Ctrl - Shift - B 


Italic 


36 - Shift - 1 


Ctrl - Shift - I 


Underline 


36 - Shift - U 


Ctrl - Shift - U 


Outline 


36 - Shift - O 


Ctrl - Shift - O 


Shadow 


36 - Shift - S 


Ctrl - Shift - S 


Condense 


36 - Shift - C 


Ctrl - Shift - C 
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Printing Macintosh Windows 



Print Current View 


3§-P 


Ctrl - P 


Open Print Options 


Q-P /""Y— i_ ' _ T) 

» - Option - P 


Ctrl - Alt - P 


impornncj ana 
Exporting 


i v mci niosn 


vvmuowb 


Export to Text File 


3€ - Option - E 


Ctrl - Alt - E 


Import from Text File 


35 - Uption - 1 


All. T 

Ctrl - Alt - 1 


Working with the 
Calendar File 


Macintosh 


Windows 


New Calendar 


3£ - Shift - N 


Ctrl - Shift - N 


Open Calendar 


SS-O 


Ctrl - O 


Close Calendar 


3§-W 


Ctrl - W 


Save Calendar 


iS-S 


Ctrl - S 


Quit Now Up-to-Date 


3€-Q 


Ctrl - Q 



Now Contact 



Working with Contacts 
(List or Detail View) 


Macintosh 


Windows 


New Contact 


3€-N 


Ctrl - N 


Delete Contact 


iS-K 


Ctrl-K 


Attach File 


SS - Shift - C 


Ctrl - Shift - C 


Mark Contact 


J€-M 


Ctrl - M 


Dial Contact 


3€-D 


Ctrl - D 


Email Contact 


SS-E 


Ctrl - E 


Switch to Now Up-to-Date 


K-U 


Ctrl - U 


List View 


Macintosh 


Windows 


Open List View 


Double-click a Contact in 
List View, or press 9€ - L 


Double-click a Contact in 
List View, or press Ctrl - L 


Move to Next Contact 




Ctrl - O 


Move to Previous Contact 




Ctrl - <p 
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List View 


Macintosh 


Windows 


Move to First Contact 


96 - ft 


Ctrl - It- 


Move to Last Contact 


96 - -0- 


Ctrl --0- 


Select All 


96-A 


Ctrl -A 


Show /Hide List View 


96 - L 


Ctrl - L 


Close List View 


With List View active, press 
16 - W 


With List View active, press 
Ctrl - W 




(Note: Closing List View 
closes the Contact File) 


(Note: Closing List View 
closes the Contact File) 


Print Selected Contact(s) 


96-P 


Ctrl - P 


Switch to Now Up-to-Date 


96 -U 


Ctrl - U 


Detail View 


Macintosh 


Windows 


Open Detail View 


Double-click a Contact in 
List View, or select and press 
Enter 


Double-click a Contact in 
List View, or select and press 
Enter 


Move to Next Contact 


96 - ■=> 


Ctrl - ■=> 


Move to Previous Contact 


96 - O 


Ctrl - O 


Move to First Contact 


96 - 


Ctrl - ft 


Move to Last Contact 


96 - -0 


Ctrl - -0- 


Clear Field Info 


16 -B 


Ctrl - B 


Print Contact Info 


96 - P 


Ctrl - P 


Close Detail View 


With Detail View active, 
press 36 - W 


With Detail View active, 
press Ctrl -W 


Switch to Now Up-to-Date 


Option-double-click an 
Event, or press 96 - U 


Option-double-click an 
Event, or press Ctrl -U 


Word Processor 


Macintosh 


Windows 


Save document 


96 -S 


Ctrl - S 


Close document 


96 - W 


Ctrl - W 


Print Document 


96 -P 


Ctrl - P 


Undo 


96-Z 


Ctrl - Z 


Cut 


96 -X 


Ctrl - X 


Copv 


96 -C 


Ctrl - C 


Paste 


96 -V 


Ctrl - V 


Clear 


96-B 


Ctrl - B 


Select All 


96-A 


Ctrl -A 


Bold 


96 - Shift - B 


Ctrl - Shift - B 
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Word Processor 


Macintosh 


Windows 


Italic 


3§ - Shift - 1 


Ctrl - Shift - I 


Underline 


J€ - Shift - U 


Ctrl - Shift - U 


Contact File 


Macintosh 


Windows 


Open Contact File 


3£ -O 


Ctrl - O 


Close Contact File 


With List View active, press 
9€-W 


With List View active, press 
Ctrl - W 


Save Contact File 




Ctrl - S 


Quit Now Contact 


9€-Q 


Ctrl - Q 
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Index 



A 

Activity status bar 369 
Adding Contacts 233 
Address Book 343 
Address Book Template 249 
Administration dialog box 375 
AlphaBar 194 

Appointment book options 141 
Appointment book printing 141 
Archive 47 
archive data 47 

Archiving data from a Public Event 

Server 386 
Assign Keywords 220 
Assigning 

Contacts to a Category 213 
Assigning Contacts to 

Categories 213 
Assigning Contacts to Public 

Categories 1 19, 237 
Assigning Events to Categories 101 
Assigning Events to Public 

Categories 116 
Attaching 170 
Attaching Comments 169 
Attaching documents 170 
Attaching Notes 169 



Attaching Web links to a 

Contact 171 
Automatic 168 

Automatic Address Entry 167 
Automatic Phone Entry 167 
Automatic Typing 168 
Automatically save 161 
Auto-Pick 128 
AutoType 167 
Availability 126 

B 

Background Color 161 
backup 161 

block free time 320, 338 
Browser 163 

C 

Calendar Event types 173 
Call 173 

Categories 22, 99, 211 
Category 187 
Changing addresses 182 
Clear Passwords 369 
columns 200 
Conduit options 316, 334 
conduit settings 314, 332 
Conduits 310, 328 
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Conference Rooms 372 
Configure Server 369 
Contact Menu Commands 442 
Contacts 22 
Copy Contact Info 209 
Copying Contact 180 
create 116 

create a Contact File 155 
create a new Public Category 116 
create a Set 102 
Creating a Contact 165 
Creating and Modifying Public 

Categories 120, 238 
Creating Categories 99 
Currency Format 177 
Custom Fields 176 
custom headers and footers 146 
Customized Syncing 318, 336 
Customizing Web pages 382 
Cut/Punch Guides 141 

D 

data entry 167 
Data Mapping 

Now Contact 320 

Now Up-to-Date 322 
Date Format 160 
Date Range 379 
Date Stamp format 160 
Date/Time Stamp 175 
DateBk3 309 
DateBk4 309 
Datebook+ 309 
Day Runner 137 
Day-Timer 137 
Default Web page files 383 
Define Categories 212 
Define Menu Commands 435, 444 
Define Sets 102 
Deleting Categories 215 



Deleting Contacts 180 
Deleting linked Contacts 84 
Deleting linked Events 186 
Detail Layouts 207 
Detail View 204 
dial 197, 225 
dial a Contact 227, 229 
Dialing 225 
Contacts 225 

Preferences on a Macintosh 226 
Preferences on Windows 227 

Dialing preferences 226, 227 

dialing with QuickPad 290 

double-sided printing 144 

Drag 448 

Drag and Drop 448 
Duplicate Contacts 195 
duplicate Contacts 151 
Duplicates 187 
Duplicating Contacts 179 

E 

Edit Menu Commands 429, 441 

Edit Password 122 

Editing and creating Public Events 

while offline 1 13 
Editing Categories 214 
Email 179 
email note 163 

Entering Contact information 166 
Event Info window 49 
Event Menu Commands 43 1 
Events 19 
export data 45 
Export Frequency 378, 381 
Export HTML 378, 381 
Exported Web page files 383 
Exporting calendar information 45 
Exporting Contact 152 
Exporting HTML 382 
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F 

fax 263 
Field 187 

File Menu Commands 427, 439 

FiloFax 137 

Find 179 

Find All 192 

Find Command 188 

Find Email 179 

Find Menu Commands 444 

Find Phone Number 179 

Find Restaurant 179 

Find Weather 179 

Find/Merge 195 

Franklin-Covey Planner 137 

Full Name Format 160 

G 

Generate HTML 378 
Get Street Map 179 
Grab 'n Go 448 
Grab-n'-Go, using 293 
graphic-Appt drag create 52 
graphics 243 

Group Scheduling 21, 372 
Group View 130 
Groups 126 

H 

Help Menu Commands 437, 446 
Hide 192 

Hiding Contacts 196 
Holiday 173 
HotSync 309, 327 
HotSync software 310, 328 

I 

iCal 343 
iChat 343 

import addresses 149 
Import Template 44 



Import Users 369 
importing data 43 
Installing 25 
Internet Config 163 
Internet Preferences 162 
iSync 343 

K 

Keyboard Shortcuts 448, 467 
Keyword 187 
Keywords 22, 217 

L 

Labels 

Templates 25 1 
letter 263 

linked Calendar Events 185 

linked Contact 8 1 

Linked repeating Events 83 

Linking Contacts to your Events 79 

linking preferences 80, 184 

List Layouts 199 

Listing Format 160 

Listing Header 205 

Log In/Log Out 369 

M 

Mail, Mac OS X 343 
Mailer 162 
Mark 222 
Marked 187 

Meeting Availability 373 
Meeting Menu Commands 435 
Meeting Notices 131 
Meeting Preferences 135 
Memory usage 449 
merge fax 267 
Merge Fields 

Compound 244 

Individual 245 

Inserting 245 



Using in Templates 244 
merge letter 267 
modem 225 

modify a Public Category 1 18, 240 
modify a Set 103 
Modifying Categories 101 

N 

network administrator 123 
Now Contact Menu 439 
Now Server Manager 

Clearing Passwords 396 

Deleting servers 395 

Flushing Connections 396 

Installing 390 

Locating an Existing Server 393 
Managing Multiple Servers 399 
Switching between servers 399 
Viewing Connections 398 
viewing the Log File 396 
Windows 391 

Windows Requirements 389 
Now Up-to-Date Menu 438 
Now Up-to-Date Server 

Configuring 400 

Creating a Category 409 

Creating a Room 408 

Creating a user 404 

Date Range 414 

Export Frequency 414 

Generating HTML 414 

Meeting Availability 409 

Set Proxies 409 

Setting proxies for a user 406 

Setting User Availability 405 
Now Up-to-Date Servers 

Importing Items 400 

O 

Override the default Category for 
this Event 105 



Owner 240 

Owner Password 122 

P 

Page Output 141 
Page Output options 142 
Palm 309, 327 
Palm OS 309 

Palm Sync on Windows 327 
Password 125 
password-protected 

Category 122, 240 
PDA 309, 327 
Personal Category 20 
Personal Digital Assistant 309, 327 
Personal Time 126 
Phone Number 179 
Pop-up menus 203 
Port 110 
PostScript 137 
Preferences 157 
primary Email addresses 178 
Primary Fields 209, 210 
primary file 38 
Print Across Two Pages 141 
Print Contact 255, 259 
Print Preview 148 
Printing 255 

Printing Documents 265, 272 
Printing your Calendar 137 
Printing, Double-Sided 142 
Proxy 133 

Proxy for a Room or Resource 135 
Public 

Categories 22, 107, 231, 371 
Public Categories and Sets 118 
Public Category passwords 371 
Public Contact Server 107, 367 
Public Event 

Server 107, 123,231,365 
Public Event Server status 111 
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Public Event Server Web 

publishing 377 
Publishing Events and Contacts 362 

Q 

QuickContact 24, 163 
QuickDay 24 
QuickDay menu 275, 307 
QuickDay preferences 278, 305 
QuickFilter 195 
QuickMerge 269 
QuickPad 24 

QuickPad preferences 291 
QuickPad, creating contacts 

with 289 
QuickPad, creating items with 288 
QuickPad, Dialing with 290 
QuickPad, finding contacts 

with 289 
QuickPad, working with 287 

R 

Read 240 

Read Password 122 
Recent Connections 369 
Reconnecting 113 
Reconnecting to the Public Contact 

Server 236 
Reminder 280, 306 
Reminders 24, 104 
remove a keyword 220 
remove a Public Event Server 112 
Replacing Web page files 383 
Resource 135 
Resources 372 
Restaurant 179 

Restore server from backup 385 
S 

schedule a Meeting 128 
Schedule conflicts 131 



Scripts Menu 437, 446 

Select a default Category for this 

and future Events 105 
Selected 187 
Selecting Contacts 168 
Server administration 360 
Server Connections 108 
server database 385 
Server installation 363 
Server Maintenance 385 
Server name 110 
Server performance 387 
Server's time 110 
Servers 

Creating on Windows 392 

Starting & Stopping on Windows 393 
Set 105 

Set Proxies 373 

Set the default style and color of a 

Category 104 
Set the style and color for a single 

Event 104 
Sets 99, 101 

Setting a primary Contact File 155 
Setting colors and text styles for 

Categories 216 
Setting Reminder options for 

Categories 104 
Shared Events 107 
Sharing Events Using Public 

Categories 114 
Sharing Keywords 221 
SmartWords 290 
sort order 199 
Special 173 

special import fields 151 
Street Map 179 
synchronization 309, 327 
Synchronizing Contact Files 153 
Syncing with Mac OS X Address 
Book 343 



T 

TCP/IP 107, 231 
technical specifications 447 
technical support options 18 
Template Editor 242 

Graphics 243 

Toolbar 242 
Templates 241 

Creating or modifying 246 
Templates and Word 

Processing 209 
Text 177 
Text string 187 
Time Format 160 
Timer 175 
tment 173 
To-Do 173 
To-Do List 91 
Tool Tips 161 
Troubleshooting 45 1 

U 

Undated To-Do 173 
Uninstall conduits 311, 329 
unreconciled Event 114 
upgrade 38 
upgrading 26 

Upgrading Public Event and Public 

Contact Servers 362 
URL 178 
Usage tips 448 
USB 310 



user name 123 
Users 372 

Using Categories 99 
Using QuickDay for 

Macintosh 275 
Using Sets 101 

V 

View Menu Commands 433 
Views 22 

W 

Weather 179 
Web 18 

Web Publishing 23, 376 

Configuring on Windows 412 
Customizing Web pages 425 
Dynamic HTML vs. Static HTML 415 
Exporting HTML 421 
Generating HTML 421 
Replacing Web page files 426 

Web server 381 

Window Menu 

Commands 436, 445 

Word Processing 209 

Word Processor 263 

Working with linked Contacts 8 1 

Write 240 

Write Password 122 
Z 

Zip+4 179 
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